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Perhaps the most famous home in Amer- 
ica stands on the banks of the Potomac 
River. Here George Washington spent 
a great many years of his life and to this 
hallowed spot, flock thousands of visi- 
tors eager to become imbued with some 
of the glory of America’s past. Mount 
Vernon . . . centuries old, symbolizes a 
sturdiness and strength so Typically 
American. These are qualities that have 
fortified America . . . that have permit- 
ted us to overcome all obstacles the 
years have brought. We like to think of 
JASPER DESKS as possessing some of 
those attributes that are so closely asso- 
ciated with American traditions. For 
about 70 years, we have consciously built 
into Jasper Desks the utility, the sturdi- 
ness and simplicity of beauty that con- 
tribute towards many years of enjoyable 
use. Serving American business with 
the right kind of office desks is a respon- 
sibility that we don’t treat lightly. We 
will constantly endeavor to maintain and 
improve our product in a way that is 
“Typically American.” 


THE JASPER DESK COMPANY 


JASPER, INDIANA 


MEMBER WOOD OFFICE FURNITURE INSTITUTE 
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All That Meets The Eye—And THE TEST 
in BUSINESS MACHINE RIBBONS 


Have you ever considered a single dependable, performance-proved source for your 
business machine ribbons? 


You may already be using Columbia-made typewriter ribbons — economical, long run, 
quality writing products of America’s outstanding ribbon makers. You owe it to your- 
self to investigate Columbia-made ribbons for 


ADDING, BILLING, BOOKKEEPING, TABULATING and ADDRESSING MACHINES, 
CHECK WRITERS, TIME CLOCKS | 


Ask your regular office supply dealer or the Columbia branch nearest you for perfor- 
mance data, demonstration and prices. 


Y COLUMBIA RIBBON & CARBON MANUFACTURING CO.., Inc. 
Main Office and Factory: Glen Cove, L. I., N. Y. 


New York ® Kansas City, Mo. ® Chicago ® Detroit © Milwaukee © Minneapolis ® Nashville © Philadelphia 
Pittsburgh @ Cincinnati (Harris-Moers Co.) @ Portland, Ore. Also: London, England; Sydney, Australia 


COLUMBIA 


Ribbons for ALL Business Machines 


May, 1945 


When writing advertisers please mention Orrice Equirment Dicest 
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NASCON 
WEEK-AT-A-GLANCE 


In a variety of new bindings 
"Week-At-A-Glance" pro- 
vides for a full week of ap- 
pointments and memoranda 
at a glance plus an alpha- 
betical index for numbers 
and addresses. Available in 
desk and pocket sizes. 


A NASCON ADDRESS AND MEMO 


A handsomely embossed desk piece that includes a 
wire-o bound, alphabetical index for addresses and tele- 
phone numbers and a refillable, perforated memo pad. 


lescon HIGHLIGHTS 71945 


Nascon offers a complete line of distinctive desk 
and pocket pieces whose exclusive utility features 
have proven invaluable in the daily conduct of 
business and social activities. For complete de- 
tails and quantity prices consult your local sta- 


tionery dealer. 
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Nascon Household 
Budget and Expenses 


An entirely new budget and 
expense book that provides 
for a complete yet simplified 
record of household budget 
and expenses by day, week, 
month and year. (Undated). 


NASCON 
PERSONAL LEDGER 


A beautifully bound, 


small business, etc. 


CANADIAN DISTRIBUTOR—E. D. TWITE & CO., 750 St. Peter St.. MONTREAL, 


NASCON SALES CORPORATION 


60 EAST 42nd STREET* NEW YORK 


compact 
loose-leaf ledger, alphabetically in- 
dexed and popularly priced for 
simplified bookkeeping in the home, 
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Impressive 
Impressions 


| ee Lasting 


Impressions 


Your over-all opinion of the best results over- 
all, is the yardstick by which we would have 
you measure the performance, satisfaction and 


quality of 
REP FEATHER STENCILS 


Write today for the Red Feather Catalog. 
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For duplicated work you'll be proud of... 


use the complete NIAGARA line 


THE WORLD’S FASTEST DUPLICATING MACHINE 


.-. mow in the service of our country, will be released for 
civilian use with the coming of Victory. This machine is 
well worth waiting for—you can run 250 copies a minute! 


NIAGARA’S NEW CELLULOSE STENCIL 


... developed after months of intensive research and actual 
field tests. Clean-cutting ...long lasting... strong... easy 
to correct ... gives clear, crisp copy. Users are proving their 
satisfaction by becoming steady repeat customers. 


1AGAR 
o Main Street, San 


: d me free samP 
ah desler in this area. 


or Co. 
Francisco $, | 
les of Niagara stenci 


California 
1 and 


Gentlem 


NIAGARA makes inks, correction 
fluid, styli, type cleaner, stencil cement 
—and everything you need in a 
complete line of duplicating supplies. 
They go hand in hand to give you an 
unbeatable combination for highest 
quality reproductions. 
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SOON! More and New SKY-RITE will be Ready to of 


Perched high on its Record of Achievement, SKY-RITE — 


Leads the Way= Sales and Resales. | 
40 Million SKY-RITE Advertisements a Month to Consumers 
a" PAPER CO., 74 Varick Ste, New York 13, N. 


Factories, NEW YORK + CHICAGO 
Distributors Coast-to-Coast . 
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Post-war dream products 
will have to wait a while --- 


but post-avar OxfO7d PEND AFLEX: 


S Pa. OFF 


CAN GO IN YOUR FILES AT ONCE! 


Going to buy a post-war car soon? Pendaflex, one of the few radical improvements that you 
You'll get a 1942 model. won't have to wait for. 

A refrigerator? Pendaflex, designed to revolutionize filing practice, and 
It will be new, but little different in design doing it today in war plants throughout the country, where 
from the pre-war model. speed, accuracy, and efficiency are essential. 


Yes, it will take time to gear up industry to the wonders 


Doing it tomorrow for every industry. Pendaflex is al- 
we have been promised. 


ready designed. Already proven. Waiting only for more 


But in filing, once the paper shortage eases, you can materials and labor to spread into every office in the land, 
have—PENDAFLEX! to the lasting benefit of business. 
; * Reg. U.S. Pat. Off. 


PENDAFLEX - - the filing folder that HANGS! 


OXFORD FILING SUPPLY CO. 


340 Morgan Ave., Brooklyn 6, N. Y. 125 South 8th St., St. Louis 2, Mo. 
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Are unfilled orders piling up? Bookkeeping away be- 
hind? Billing delayed 4gAbeeatise of help shortages? If 
frantic appeals to yout employment office or agency have 
failed, it’s not their fae It could ” 7 re calling the 
wrong man! 

Many persons acolNaie this same problem have 
helped solve it by giving the Buyer his inning. If you 
can’t get more helpiyou must ie more work from the help 
you have. This ig rc d ty posture is sap- 
ping the energy and initiati ve your ae Peorkers fon. 4 
Not even normal effort-ourput can be expected so long 
as your employees are fosééd.to sit all day on chairs 
that cramp their muselés, eurvéljsheir spines, and fray 
their nerves, leaving them to igued to care whether 
school keeps or no < if 

Correct energy-conserving posture is the answer to 
fullest efficiency — accuracy and maximum work-output 
on the part of your seated employees. It is this all im- 
portant answer which Cramer Posture Chairs provide. 
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FELDCO Loose Leaf CORP. ¥sitiss'3ines 


, NEW YORK + 25 CENTRAL PARK WEST « PHONE CO-5-0282 + PACIFIC COAST - 788 MISSION ST., FRANCISCO + PHONE DOUGLAS 8563 
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Plan your office layouts with the new 


SCALE MODELS 


Now office equipment scale models make it easy for you 
to plan a strikingly modern, efficient office layout .. . 


You need no blueprints . . . only the outline 
of your floor plan. Then you can set up on 
your desk a complete model of your office 
... With aisles, desks, chairs, office machines, 
files, drinking fountains, even male and 
female workers . .. all in place. This new 
perspective may reveal glaring inefficiencies 
. . » Which you can correct easily by experi- 
menting with the models. Then too, from 
time to time as new ideas and suggestions 
arise, it will be simple to prove or disprove 
their value by the use of the scale models. 


Desks, Chairs, Files, Cabinets, Office Machines and Stands, Safes, Vaults, etc. 


Designed and Used by John A. Patton, Management Engineers 


MANAGEMENT TOOLS 


6349 North Western Avenue 


Why not apply this new visual technique 
to your present or postwar office layout 
problems? Order direct today. Just send us 
the names and models of the office equip- 
ment you want. We can supply you with a 
white metal scale model of any standard or 
popular office equipment. 
Also, special equipment 
models can be made up- 
on request, within ten days. 
Most models range from 


50c to $3.00. 


Chicago 45, Illinois 
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... the new sigamping ink 
for slick siiffaces 


This newly developed stamp- 
ing ink . . . made by the 
Melind chemists who have 


given you the famous Justrite 
line of inks... is the result of 
improvements in an instant- 


drying stamp pad ink. 


+ 
Slink is ideal for marking on slick-sur- 


faced plastics that require an ink that 
really “sticks” . . . Also for use on cello- 
phane, waxed or glazed paper, metal, 
glass, etc. Because of its heat-and-weather 
resisting qualities, Slink is a boon to 


food packers in marking frozen-food 
containers, as well as tin cans, glass 
bottles, etc., which must withstand a high 
degree of heat or boiling water. Slink’s 


speeded-up drying quality permits pro- 
duction-line marking without smearing. 


Lows | Melind Co, 


= W. CHICAGO AVENUE 
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A business-office ‘mugt” 


4a, When paper tears it cant be sewn, 
“ay (7 = So what is there to do ? 
‘iy lo = Just patch it up with Texcel Tape- 
& The message shows right through / 
' a 


(Texcel mends securely — 


The “stick-um’s” bonded on!) - HH 


When hanging things upon a wall @@S) 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 

No mark, no crack, no hole . 


(Texcel won't mar wall paint— 
The “stick-um’s” bonded on!) 


A thousand office uses all 

ite Commend this tape to you. 

Ap —_In fact, there's just no end of things 
ya” That Texcel Tape can do. 


(Texcel holds and holds— 


The “stick-um’s” bonded on! 


Yes, Texcel is an improved tape 
Whose ‘stick-um's’ bonded on; 

It wont come off, it wont dry out 
Before the judgment dawn. 


IY Te Jexcel Tape just once and you'll 

| emt pt buyer. ™ 

Make a note now to order from 
Your regular supplier. 


— "Texcel Tape scr. 


INDUSTRIAL TAPE CORPORATION A Subsidiary of vohnson & Johngon 
New Brunswick, N.J. 
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IU take four Thich Ones, please! 


Just when the butcher will return a smile of satisfaction at this order we 
don’t know. 


We do know, however, that when he is able to fill these orders we will, most likely, 
be serving you in our usual prewar style with Steel Empire Files, Steel Stylemaster 
Desks, and a complete line of Steel Office Equipment. 


Like most steel equipment manufacturers now engaged 100% in building 
yy war equipment, we have developed new methods and processes that will 
* Rg aid tremendously when the time comes to reconvert to our standard lines. 


oy There is no question as to our first duty to our government and we know 
wd by your letters how much you are with us. 


You know by your daily experience in trying to buy items made of crit- 
ical materials that you must be patient. The same is true with steel office 
equipment. 


We all look to the successful conclusion of the war. You will be informed 
when the signal for conversion comes, and we will be ready to support 
the “Y and E” buyer vigorously. 


FOREMOST FOR MORE THAN SIXTY YEARS 


YAWMAN 4»? FRBE MFG.(. 


1045 JAY STREET, ROCHESTER 3, NEW YORK 
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An Old Town’ Exchusive Franchise 


Means Perfect Team Work 


*An Old Town 
Exclusive Franchise 
Means: 


PROTECTION: You are the only 
Old Town dealer in your area. All 
orders go through YOU. 
PRODUCTS: A more complete line, 
simplified, grade-marked and 
trade-marked. 

PROMOTION: Hard-hitting dealer 
helps. Local selling aids. Consis- 
tent magazine advertising. 
PROFITS: Priced right to give you 
liberal margin of profit. Quicker 
turnover of compact stock. 


’ 


We pair up with you . . . we pull our share of the load . . . 
we help you plow your territory broad and deep . . . YOU 
reap the benefit of more sales . . . and we have a permanent 
loyal customer in YOU. 


Old Town is a complete line under one tested, respected 
quality trade mark! 


Ribbons and Carbons for every use + PLUS Spirit Duplicating 
Carbons, Master-Units, Dupliforms, Copy Paper, Duplicating 
Fluid. 


Write, wire or telephone to see the Old Town representative 
who will tell you exactly how we team up with you for bigger 
business. 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
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ASE AURORA FILES HAVE WHAT IT TAKES 


ee 


You can’t help but stop and look at an A-S-E Aurora File . . . with its lustrous 
enamel finish—the handsomely designed hardware. Not only that, but 
there’s something rugged about the appearance of A-S-E Files—a strong, 
substantial appearance that promises long years of trouble-free service. 


It’s more than a promise—it’s a fact. Look an A-S-E File over closely and 
you'll see it’s built of rugged, heavyweight steel. Close examination will re- 
veal other important features, too—such as the smooth-action drawers that 
coast freely and silently. You'll like the fine locking mechanism, too. . . 
the trouble-free follower, which is easily manipulated with one hand. And 
don’t forget the extra filing capacity—261,” clear filing space. 


So it’s no problem to figure out why A-S-E Aurora will mean a better file. 
A-S-E Files will be designed with your needs in mind from the very start. 
Get the whole story . . . write for full details. 
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ALL-STEEL-EQUIP Company, 


300 Cleveland Avenue, Aurora, Illinois 


a ‘ a 5 eee a - zeae ae ae ae: «Ree | ay mee 
a 2 7 ay 
en ee 
fas } = 
ae SI 
Saas | is 
_ > i ta —— 
oe i * i | cy a rane o a @ oe 
eke : - | 3 ea aan es ee 
7 oe 4 BES ig — ; a — ties 
ea as “ Bh | a Se ae ine ol ae 
oi oe aa st 
Ps - a = >> Ga 
ae —| ti a aa 
Bera Ee i is Z ye > a ae 
i ae ‘ me aa er ee ~ e 
Bi oe: : 2 — E ieee ere i ham | | i au 
Beth i , en eee ; a lt(<i«‘ 
Ss ae Gee ee ] os | ee ee ee a am 
st ee owing 8 : ce ee ok! z= : 
ee a = ames, Sua { a 
ee ce Hee ees ag Beds By ae ees 3 . = = — +4 
ae BAC See ; ; 1 — -. tas . a : 
PS iS eae a ro i oe - 
c, eke. eee ye es “ con lo... “ee ir 
a 2 ya ps) tea : oe . a 5 Beth : $ 
ine Shot t . a 1 ee fort | eee ae 
ate wee Se a j Ce ae a a oe 
ave. ae ieee : { i j 2 . ae a. a ~ 
ey? oak ; ce ee 4 sh ee ' 2 « 
é ‘\ Dom © a — a a er } 
2 Ber es o ie? + H - = a 3 we = ee be aa 
a. Re e a x batt ‘ae ae aS + 
Le ~<it eo. one | — ——— 4 
Tie ay =a a BS ae ee 
4 is : Res 3 H | a tho ae oe = q a he m ae ‘: 
rh oa sagt = j fae FE Me) aan _ 
oS ee a my es ee ee fo Se : 
ae oc @ae = hee : : ie Bs aS Bret: Be eo ee : 
ae “s ; 7 ee a a ae on fo 5 = _ s 
Eo <a ‘ is | ae ae a 
fe — ¥ ‘i ee 1h tae: - 
Sie Ere, ee a fae aa 
* oe. ea me eT 7 si: AONE a pais: eo 
ates a | SA a ae ee 
ae E: —— ae ee ee ¢ 5 
a Ss ae) 2 = oy ch, a a a a 
ae Ae Sa eG = i = %e Sie | Bie eh ae 
i i RS Hy mi r q eae # wa ome i: 2 4 wee 3 Hu 
ae ° Bee i # ey ‘ “a a ; 
ae RE a } a a my & es Sie a * 
2 hn any ae SE ae \ F , ee oe ae i 
Oh nl = Shee Oe ; : ee i eee : 
<i a ee Satis ¥ . 4 ix « | ee). ose 
Teas 2 RRS ; is eee # out eee 
ae . Saat TN WEAR : é * . . a diet 
pie Jf 
See oe 
se CU ° 
sa %e 
a ae 
ie. 
tox 
Gos 
ae 
Bem ie. i 
a eae 
Bh 
Bo te 
ae a. 
Ee 
aa 
aes 
a 
ane 
a. = 
ee 
' a 
sa ae . ae 
«ot 
pos 
.: ee 
ie . 
ii) f 
ee 
aioe 
gee 
A i oa Pt 
ae. 
a 
Se 
be 
fa 
Ba 16 a May, 1945 
ie = 
ke 
i A f a iy ae ig —_ = = eet 
f e) i ae aa Desh” Nees Pree © . Sa es, a sie * rs fe _  < e eT) oc 
5 © eee ee a Bet oy ee + bas — tas Hs aioe a ¥ a fore < eo a ———- ee 
: i ae a > og : Bam bie ce Bs a a Bik oo ca i Hae Te 
a ng a ee | ee be. Stee) es ae ae meee ee ae 


iC. 


May, 1945 


Save time and temper with 


KEE lox 


STA-FLAT 


hues useable... always ready for immediate insertion 


... saves time and temper ... so valuable in a busy office 
USE IT AND YOU WILL BE SURPRISED THAT YOU CAN HARDLY WEAR IT OUT. 
THERE IS A GREAT SURPLUS OF INDELIBLE COLOR ON THE SHEET TO BE 
PUT INTO CARBON COPIES. ERASES EASILY LEAVING NO SMOOCH. 


IT IS THE PERFECT SHEET OF CARBON 


KEE OX, MANUFACTURING CO., rocs 


BRANCHES (mw ALL LARGE CITIES 


rs When writing advertisers please mention Orrice EquirpMent Dices. 
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We believe that, in wartime, the needs of our fighting men 
are the major concern of all industry. That's why, today, 
gas detectors and fountain pens for the armed forces 
emerge side by side from Stratford’s production lines. 


Although the vital protective devices for chemical warfare 
require a large part of our precision machinery, pen pro- 
duction is still continuing at full blast. But, at the request 
of the Army and Navy, most of these pens are destined to 
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Pl PS the +3 PF Ss ge he whe 


Photo released by Chemical Warfare Service — U. S. Army. 
M-9 gas detector, factured by SalzBrothers, Inc., shown 
in use in the field. 


see writing service in battle areas throughout the world. 
Therefore, to meet UncleSam’s exacting requirements, we have 
found it necessary to curtail our civilian pen distribution. 


Meanwhile, our dynamic national advertising campaign is 
still keeping the name Stratford before your buying public. 
When the war is won, we shall again keep pace with the 
constantly accelerated demand for Stratford — 
the dependable pen. 


THE DEPENDABLE PEN 


SALZ BROTHERS, INC.> NEW YORK 1, N.Y. 


May, 1945. 
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GIVES AT A GLANCE 


EARNINGS - SOCIAL SECURITY 
WITHHOLDING TAX + NET PAY 


| win weirs 5 orm | 
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PRESTO! and you have the employees’ NET PAY 


No additional figuring—you simply refer to 
the table and you have right before your 


eyes, EARNINGS—SOCIAL SECURITY— 
WITHHOLDING TAX—NET PAY. 


Eliminate 90% of your payroll work—there 
are 100,000 mathematical computations, 145 


Charts ranging from 40c per hour to $2 per 

hour. Each Chart is tabulated from 1 to 56 
hours, and the figures are based on a 40-hour 
week at regular pay and AUTOMATICALLY 
show 41 to 56 hours at time-and-a-half. Each 
Chart covers a range of 1 to 4 exemptions. 
All rates are exact to the 14 of a cent. 


NO OTHER BOOK HAS THE EXCLUSIVE FEATURES OF The Paymaster 


IMMEDIATE DELIVERY 


SEFER PUBLISHING CO., Inc. 


176 PARK ROW  — WO 2-2064  #=\NEW YORK Ry 
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SIT RIGHT 


_ THE DO/MORE WAY 


Nore the ease and grace of the girl 
seated above... Notice the relaxed and 
natural posture of her body...She is 
using and getting full benefits from her 
Do/More Chair...The figure at right 
indicates why—the back rest and seat 
are properly adjusted to fit the makeup 
of her physical structure, thus aiding 
in relieving unnecessary strain caused 
by bad posture. 


BUILD YOUR BODY 
AS YOU SIT! 


If you suffer from office fatigue, are 
worn out before the day is half gone 
or otherwise show undue strain from 
your work, you owe it to yourself to 
find out the cause... your trouble may 
be traced to improper seated posture 
and be corrected with Do/More Custom 
Fitted Chairs. Write us for descriptive 
folder regarding Do/More Posture 
Seating. 


 DO/MORE 


DOMORE CHAIR COMPANY, INC., DEPT. 524, ELKHART, INDIANA 
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AN INNOVATION that brings you 
a Bottle of Ink in a Pencil 


Every man who writes, in every phase of business, 
will heartily welcome the notable and exclusive ad- 
vantages bound up in this remarkable 3-in-1 pencil. 


FIRST, it’s a general use pencil that writes 
black without shine or glare. 


SECOND, it’s an indelible pencil that copies 
blue and defies eradication. 


THIRD, it’s a copying pencil with a long-wear- 
ing, flake-proof, completely non- hygroscopic iy 
lead. ae i 
Use 740 Noblot Blu-Blak legally in place of a pen for E> ai 
signing checks, business papers, vouchers—or when- 
ever permanent writing is required. Quicker, safer, 
handier than ink, it sharpens like a regular pencil and 
holds its point. See your stationer for a demonstration. 
Writing With a Pencil 
. PLUS the Erasure-Proof 
anence of ink...30% 
Ask for this Eye- Faster we ™ 
Catching Point-of- eS F 
Sale Display that 
Will Help Build 
Sales 


‘No.740 

BLU-BLAK 
- NOBLOT INDELIBLE — 

~~ Soft Hard 
Medium » Very Hard 


EBERHARD FABER 


entero NOTE 


Leadewship~r IN FINE WRITING MATERIALS SINCE 1849 


May, 1945 
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GF SUPER-FILER + the Mechanized File 
A Revolutionary Contribution to Modern Business 


Super-Fiier 
HAS THE SUPPORTED 


JUST OPEN 
THE DRAWER 


The GF Super-Filer is the ONLY file that combines 
all four basic qualifications of the ideal filing cabinet. 


Super-Fiter 
ee 1. Maximum Visibility and Convenient Accessibility 


2. Easy and Safe Record Compression 

avecunininniit 3. Maximum Capacity in Minimum Floor Space 

AN 2 : 

eo \ \ N 4. Lifetime Construction 

. : — The GF Super-Filer is a tried and proven product. The 
ME tHE pRawen ‘NY thousands of them in daily use by customers 

4 everywhere testify to their outstanding performance. 


These customers know that no ordinary filing 
cabinet will do the job like Super-Filer and they 
are, therefore, making temporary arrangements 
until Victory is won and Super-Filer is again avail- 
able to complete their filing cabinet installations. 


JUST CLOSE 


Super-Fiter 
HAS MAXIMUM 


Up tersrerererer creses < 
yt FULL 26)" FILING CAPACITY Ye 
The Angle Spreed Correct Workong Spare S\ 
PLUS -visisuity 
ACCESSIBILITY 
COMPRESSION 


WORKING 
SPACE 

IS ADDED 
NEVER 

DEDUCTED 


METAL DESKS - GOODFORM ALUMINUM CHAIRS - METAL FILING CABINETS - STEEL SHELVING. - FILING SUPPLIES - SAFES - STORAGE CABINETS 


THE GENERAL FIREPROOFING COMPANY 
¥ woo YOUNGSTOWN 1, OHIO 
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~ Quatiry is synonymous with 
0 SPEED- O-PRIN - 


4 
| d 
1 You are assured of sau if you. choose A 
Speed-O.- Print duplicators and duplicating We. e 


: OF Bie he” AE 
Oe Sie 


\ supplies. And that’s because they conform to . 
\ the rigid specifications that quality stands for j 
HS ..- the faithful and relentless adherence © | 
to this threesome: ‘topnotch materials, © : 
workmanship and design. Performance 
tells... - quality is as unmistakably ei 
. Speed-O-Print as the will and woe! Ms 
cf Pes armen aout sit G7 xo 
| 


x SPEED-0-PRINT CORPORATION e 
| _ 161 E. GRAND AVE., CHICAGO 11, ILL. Aor 
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Grandpa was a 


Poise Old Hird 


Grandpa Eagle had little laboratory equipment, 
but plenty of brains. "Way back in 1877 


he invented the “indelible” or “copying” pencil. 


Moistened, it wrote with a line so permanent 
it was declared a legal substitute for ink. 
What’s more, it made clean, legible copies 
on damp tissue in a copy press. 


Rut Ennest 
has the edge 


In a modern laboratory with every facility 
for scientific research, Ernest Eagle has 
brought the copying pencil to perfection. 
A new violet dye increases the copying power. 
Electronic graphite makes it super-smooth. 
And its patented “flexible” lead takes a strong, - 
slow-wearing, needle point that makes many 
manifold copies without gouging the original. 
For writing, wet copying or manifolding, you'll 
save time and temper with TURQUOISE COPYING. 


2 eee 
Cin nsacy 
4 


WRITE FOR FREE SAMPLE in Soft, Medium, 
Hard, or Extra Hard, naming this publication and your pencil dealer. 


EAGLE PENCIL COMPANY, 703 EAST 13th STREET, NEW YORK 9, N. Y. 


EAGLE PENCIL COMPANY OF CANADA, LTD., TORONTO EnNEG. U. 6. PAT. OFF. 
May, 1945 , When writing advertisers please mention Orrice Equipment Dicest 25 
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Yes, instant action—always ready to 
write—Fount-O-Ink writing sets have 
automatic ink supply. Pens actually 
fill themselves! Continuous even flow 
in writing. No messy well-filling ever! 


‘ 
ws 


Double and single sets in plastic, and 
combinations of plastic and metal with 
14k solid gold pen point for long years 
of smooth writing efficiency. Also in- 
expensive utility sets of modern design 
with stainless steel pen points. 


Yana 
Fount-O-Ink effects 85% saving and 
greatly increases efficiency, reports one 
large user. See the report. Send for 
your copy today. 


Fount-O-Ink sets at your local deal- 
er or write the factory where to 
buy. 


GREGORY 


FOUNT-O-INK CO. 
LOS ANGELES 41 CALIF. 


COPYRIGHT GREGORY FOUNT-O-INK 1945 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


i et: a 7 id C7, a ~ Bee i oe & kOe “ae “eee. * ea,  .” ea - 
ee oe) eae a i — Ore = Gas a eee tin 
B ae a er 7 Poy he i, a ie : aes ee Zhir Bes ay ; ve fas ss Z ae eh a ga 
a : a 
et " . 
ey. 8 
% fou gat ss 
eee. toe gale g ee a a Be - . 
A ‘ ies i — = _ a Ase gl ~ ‘ 
ec —— a a a : 
a = CTT SO 
Be ak 1 eg a ae z 
eas — ec ae a t ; 
ae _ S INSTANT ACTION 
Veen es i f - ae these ih + ; ou 
ey ae “a dS a. i: My - Bi a a 
- ~~ ;,.5 g g ofc S. 4 2 
ae c= ~ { _ ie ) ae 
aaa c 4 Be | —" : = - ' - - Bh F 
Weg — s . a : - > 
ae a y Th ey «ae — 
i iia : Mj) as sy i = ” — an | 
es nk _—_ a 1 
co | a a = - 
} ! ee .— dl 1 
ae | E = Pd 
geal S = -_ 
—_ : mt i oe e -_- B 
_— — aasll gg 4 = = 2%. be r =" 
eelaae ae Sine. Wer eae ee . -_ - - 
_ Z Sa le ---" 
s “Tene . . i —. aed 
1 ie. a a 
a —_—  \ a t= 
re ba . , ee — = 
2 ae ce eee |. — { 
Lae _— \ = 
Ps 4 — a 
Mt — ' — ° 
ee — ah Hi a 
Br a : He {8 a 
aes Zz ~be oe se 
are ia a 
a ae = ete, <3 Pil ~ ‘gi 
4 ar xs ¥ Nea ” 
oo ae s a =e ES : 4 
ae) K Se / Pe BS 
z, << te — 
<a < ee eR - / 3 
ae os ae df a : 
Es a. = f 
a. Sa L z 
eg a i : : 
ie a / 3 a ; 
ae an OR .. 
a if q 
Be — dy 3 
. apy es a we: 2 
ae 0 ia 7 § * 
a, —— 
pe ee Phe a oan ~ — 
. bi as ¢ 4 . . oh const Be a r 
a SS pee eee F 
eee er SY s i 
ee - | 
¢€. 2 . \} S 
eo a \\ fl 
he ; = 
ae _ — a 
“a > iw "Ut q 
: ; oe = x “a 1 Be 
a, = . / % 
Ane a ate +3 Z— apt \ “a 
be += * “¢ ae 1 
a coe X ' 
2 Sees > 
Ba ™" 
a : 
ai a ais: ee 
7 for a 4 
Gs aes — “ 
a an 3 : 
| 4 | | __ 
ees. wee . a i 3 
er ae j 
a —— tt : ; 4 
Ber . a j 
ees . a * § (NR LRT RR eS 
oe ae a a q A RT <TR 
eee Re tom a £ « me = % @ 
hans — i: % 
a Ea | . yam — —“CSsSC:CS 
ere ya z a 3 “, on Nee ee Roane nantn ity, % 
Br 4 vi a ae _ > Mapa rad ECO aoe . 
= ‘ ff - aes i 4 4neesOee® 4a OLIGO a 
es 26 ee May, 1945 
\ ean 
oe ase ; 
a Po _& eee ees ae oo) (eee) ne oe we ct 
a ae ae is = a oe oo le i a a 2 


he broke down the barriers: 
to “women in business” 


Amid the gravest masculine doubts and a 
general lifting of eyebrows, the business 
offices of the late 1870's were first opened 
to young ladies. 


Necessity dictated this radical innovation. 
For businessmen were buying a strange 
device, a “type-writer”, newly put on the 
market by E. Remington & Sons. This ma- 
chine so speeded the exchange of letters 
and reports that soon there were not suf- 
ficient men available to cope with the 
activity it created. 


The typewriter was the tool with which 
women first pried open the doors of bus- 
iness. They used it well: it helped them 
grow indispensable in offices. 


Today millions of women type on Reming- 
tons. A lucky few hundred thousand — in 
the Armed Forces, war plants, essential 
industries — type on the Model Seventeen, 
the machine which has performed so bril- 
liantly in this war. 


More Remingtons have been bought than 
any other make... and that’s your surest 
guarantee that Remington Rand’s “type- 
writer of tomorrow”, with a new and 
smoother touch, a new and swifter action, 
is well worth waiting for! 


May, 1945 
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AICO 


DESK PAD SHIPMENTS 


Because of the great demand, we 
aimed at keeping our AICO Desk 
Pad production at maximum level 
in 1944. It is amazing even to us 
that we were able to do as well as 
the records show to keep our cus- 
tomers supplied. For take a look 
at our manpower picture: 


here's why it was amazing! 


eas Geeeneneeeciceany — AICO S$ 


SHRINKING MANPOWER 


1944 ESEREERRAEREERE RELY F With substantially les labor we increased pro 


1945 SREEREEERRERERRL Soongt ek tehe's tak ot ter ened hee 


tion: 


Materials?—another headache! 


AICO 


1943 G6SoQRLRRLRERPREP DESK PAD MATERIAL 

1944 GRRERRRRAP siastatciatiisinatenied 

1945 6556587 aiuiat hea oe aes ae ieee 
inventory cannot be maintained—and it has been dwindling 
rapidly as our production soared. So the outlook is not good. 


We kept you “well padded” in 1944= 


and we will do our best in 1945. But, if shipments do not live up to expectations or past AICO 
performance—it will be because of the situations graphically illustrated above—not through any 
lack of will or effort on the part of the AICO organization. We will do our best! 


GJ. AIGNER COMPANY 


503 SOUTH JEFFERSON STREET * CHICAGO 7, ILLINOIS 
World’s Leading Manufacturers of Indexes and Index Tabbings 
May, 1945 When writing advertisers please mention Orrice Equipment Dicest 29 
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Oakville continues its practice of pro- 
portional allocation based on 1940 ship- 
ments. We all look forward to the day 
when loyal Oakville dealers will be 
able to fill all demands for the famous 
Yellow Box Line of fastening devices 
— Pins, Clips, Fasteners, Thumb Tacks 
and related items. 


The Home of The Famous Yellow Box Line 


OAKVILLE 
COMPANY 


Division of Scoville Manufacturing Co. 
Waterbury 86, Connecticut 


New York @ Chicago 2 
San Francisco 
In Canada: Brown Bros., Ltd., Toronto 2 


Boston 


. 
OAKVILLE COMPANY 
DIVISION 


ee 


° 
“HYGRADE" 
Adding 
Machine 


“ROLLS 
* 
BLOTTING 


Dahlia & 
Blue-Bird 


CATALPA 
Bond Pads 


OXBERRY 
MANILA 
* 
HUDSON 
MANIFOLD 
* 
HYMARK 
MIMEO 
and 


BOND 


* 
SUNKIST 
LEGAL 
PADS 


* 
USONA 
TYPE- 
WRITER 
PAPERS 


* 
HYMARK 
LEDGER 
SHEETS 
* 
HYMARK 
CLASP 
ENVELOPES 


* 
HYMARK 
PRINTED 

PAYROLL 
ENVELOPES 
* 
ORANGE- 
CORE 
GUMMED 
TAPE 


AVAILABLE FOR 
IMMEDIATE DELIVERY 


ENVELOPES—AIl Sizes 
Coin & Pay—20 & 28 lb. MLA. 
Official—24 & 28 Ib. MLA. & KRAFT 
Open End—20-28 Ib. MLA. & KRAFT 
Gummed Flaps 


LEDGER SHEETS — HYMARK 


No. 912A—9!/,x1 17/4—Double 
No. 913—9!/4x11—Debit-Cr. Bal. 


Boxed STATIONERY 
NOVELTY—5!/, x 7—RAG BOND 
BUZZ NOTES 
16 docorated shts—I6 plain shts—I6 envs, 
Minimum 48 boxes to carton 
FORGET-ME-NOT 
16 Floral Shts—I1I6 Plain Shts—t6 evs. 
Minimum 48 boxes to carton 
LITTLE ARISTOCRAT 


32 plain shts—I6 envelopes 
Minimum 48 boxes to carton 


Monroe (W) LETTER— 
Monarch size 


50% Rag—Watermarked Laid Effect 
100 shts.—60 envs. 
Minimum 44 boxes to carton 


AIR MAIL—Monarch—Rag Content 


100 sheets—50 envelopes 
Minimum 30 boxes 


AIR MAIL—6!4, x 9!/2—Light Weight 
White & Blue—100 gts —36 Env's. 
Minimum 30 boxes of a color to carton 


V-MAIL—Retail 10c-25c-50c 


RIBBONS for EVERYDAY & XMAS 
FAST SELLERS 


{ weve ) 
ra7i.¢a.¢.) Gummed LABELS 
| LENE! MS = In Book-Pak Form 
Retail 10c up 


Send for Free Descriptive Catalogue 


PAPER MERCHANTS | 
102 Prince St., New York 12, N. Y. 


46th YEAR OF DEPENDABLE SERVICE 
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LONG RANGE MANUFACTURING VISION 


Now, more than ever before, long range manu- 
facturing vision is: proving as important in 
maintaining today’s capricious markets as it 
has been in supporting our nation’s military 
accomplishments. That is why the long estab- 
lished M&V policy of producing finer inked 
ribbons and carbon papers has enabled its 
dealer organization to hold old customers and 


obtain new ones in these trying times. Dealers 
everywhere, know from past experience that 
customers who have used M&V products will 
steadfastly continue to do so. They have 
learned to appreciate their unmatched excel- 
lence, for even these days M&V inked rib- 
bons and carbon papers are still manufactured 
up to a standard and not down to a price! 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
May, 1945 When writing advertisers please mention Orrice Equirment Dicest 
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For fast, economical 
production of 


OFFICE FORMS 
LETTERHEADS 
ENVELOPES 
FORM LETTERS 
ADVERTISING FOLDERS 
POST CARDS 
SHIPPING TAGS 
BULLETINS 
CONFIDENTIAL REPORTS 
ETC. 


0 YOU realize what that means to 
D office efficiency and economy? 

It means that no matter what you 
want to reproduce—office forms or 
advertising folders—letterheads or 
shipping tags— you have available the 
method of reproduction that will give 
you the best results at the lowest cost. 
And only a Davidson can give you all 
this in one machine. 

No one method of duplicating will 
meet all needs. Some jobs can best be 
reproduced from offset plates, either 
direct or photographic. Others require 
type or electrotypes. And for many 
jobs, rubber plates will be found more 
practical. The Davidson provides all 
of these methods . . . your operator is 
free to select the one best suited to 
the job. Result—quality work at a 
remarkable saving. 

With a Davidson you can depend 


—<—<__ 4 


Illustration above shows 
duplicator set up for off- 
set work. Can be changed 
over for relief work ina 
matter of minutes. 


on clear, sharp impressions from first 
to last . . . no blurred, smudgy type 
. . . every line and letter sharp and 
distinct. Halftone work is excellent, 
and you can do fine close-register 
multi-color work as well. 

It’s a sturdy, ruggedly built piece 
of equipment . . . good for years of 
satisfactory service . . . and so simple 
and easy to operate. In fact, anyone 
in your own organization having aver- 
age mechanical ability can be trained 
as an operator. 

In hundreds of businesses and U.S. 
Government Departments, Davidson 
Dual Duplicators are demonstrating 
their efficiency and economy .. . 
delivering work of remarkably fine 
quality and paying for themselves 
through direct savings. Why not get 
the facts about this modern equip- 
ment... today? 


DAVIDSON MANUFACTURING CORPORATION, 1022-60 West Adams Street, Chicago 7, lilinois 
Agents in principal cities of U. S., Canada, Mexico 
a 


Wor 
Javiason 
QUAL DUPLICATGR 
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PRODUCE IT ON A 


Get this FREE book. It anticipates your 
uestions about the Davidson and answers 
m fully . . . explains how it gives you 5 
methods of re uction with one machine. 
Samples of work included. Write today . . . 
ne obligation. 
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We have 


started to 


draw Plans 


I rather suspect that most of I am going to take the liberty from time to time 


you men who purchase office of addressing additional brief messages to you 

furniture know Corry-James- regarding the Steel-Age line. I earnestly hope 

town for what it was prewar. you will read them because I honestly believe 
that, when it comes, you will want to furnish or re- 

A medium size manufacturer furnish your offices with the new Steel-Age Office 

marketing a high quality line Furniture. 

under the brand Steel-Age. DAVID A. HILLSTROM, President 


You perhaps do not know 
what we have been doing in 
the way of war work and 
I am not going to wave 
the flag. 


More important, because it can mean a great deal 
to you postwar, is the effect of this war work on 
our coming peacetime Steel-Age line. 


We've learned plenty, enlarged our plants, mod- 
ernized our processes. All of this will be reflected 
in the new Steel-age Office Furniture now being 
— for production just as soon as materials 
are re 


CORRY JAMESTOWN 


MANUFACTURING Cop 


CORRY, PEWNa, ATOM 


It will be finer quality office furniture than we 
ever built before. It will have increased eye- 
appeal—far more utility value. 


S/ee, ee 
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FOR EVERY RECORD—A WAY TO KEEP IT! 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
, NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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FILING TOO MUCH? 


% LONG after wartime clamor for paper saving 
has died away, today’s waste paper salvage cam- 
paign may still be having a good effect so far as the 
office is concerned, because it has made many offices 
aware that they file too much and keep too much. 

It may be that Americans have made a fetish of 
filing. We certainly do far more of it than any 
other nation, and the disproportion between the 
amount we do and the amount that other people get 
along with is sure to become greater, for dearth of 
help and destruction of equipment and supplies have 
taught the office executives of many a country that 
business can be carried on efficiently without a great 
many of the complexities of pre-war routine. 

Are the offices concerned or we who read about 
them in newspapers or salvage propaganda learning 
any lessons from the frequent spectacle of vast quan- 
tities of paper being turned over to the collectors 
from the files of supposedly efficient offices—tons 
and tons of records expensively made, filed, and pre- 
served, and suddenly gathered and thrown out? The 
quantity of them and the celerity with which they 
are junked lead to wonder whether it was ever neces- 
sary to file these papers, or keep them so long. 
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THIS PAGE WILL BRING YOU ANY INFORMATION YOU NEED 


To get without obligation from manufacturers and other suppliers further particulars 
regarding any merchandise or service mentioned in this issue, whether in advertise- 
ments or news items— 


1. Check the advertisements or news items in which you are interested on the list below. 
2. Write your name, firm name, and address in the space provided. 
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Post-War Trends 
in the Office 


By P. A. Lawrence 


Methods Research Division 
Burroughs Adding Machine Co., Detroit, Mich. 


WE have heard and read much recently 
about planning for the reconversion of our plants 
to post-war economic needs. No less important 
are the problems of the office which is the center 
of control. 

In the press and on the radio, discussion has 
largely centered on the general economic plan- 
ning for fuller employment to support our heavy 
debt and still maintain our accustomed standard 
of living. Fuller employment, under private 
enterprise comes only by producing more goods 
at lower costs, so more people can consume them. 
In this simple formula we find the keynote, I 
think, which will shape our post-war business 
planning—lower costs. 

But more specific forces than general economic 
planning will make lower costs the keynote. With 
the coming of peace, the race for armaments will 
be supplemented by the race for trade. Compe- 
tition for domestic markets will become once 
more our chief concern, together with expansion 
into foreign fields. And keener competition also 
necessitates lower costs if a profit shall remain. 

In other words, it’s time to become realistic 
and think about the post-war sales dollar—how 
many of them we are likely to gather in and how 
much of each will be left for us. To simplify 
our thinking, let us say that every dollar is ulti- 
mately divided just five ways, into: 


1. Wages and salaries 

2. Materials or merchandise 
3. Overhead expense 

4. Taxes 

5. Net Profit 


Now, opinions may differ on the direction of 
many post-war trends and certainly they will 
vary in different industries. But enough, in gen- 

This is the text of an address given recently before the 
Nashville, Tenn., Chapter of the National Association of Cost 
Accountants. 
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P. A. Lawrence 


“Maybe we cannot make direct profits 
in the office, but we know we can con- 
serve them there." 
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eral, is evident to serve as foreground for the 
points that interest us just now. 

One of the forecasts in which nearly all agree, 
is that post-war labor costs are likely to continue 
fairly high in most industries, particularly where 
unions are entrenched. Of course, widespread 
unemployment would partially offset this. But 
there will probably be pressure to pass legisla- 
tion to spread employment through adopting a 
shorter work week while retaining as much of 
the present take-home pay as possible. It is also 
apparent, I think, that where labor is a major 
element of cost, it establishes a floor below which 
total costs of product sold cannot be reduced. 

Now, how much of these higher costs can be 
recovered in higher selling prices in the post-war 
market? There is not very much to assure us. 
Where scarcities exist in finished goods and infla- 
tionary pressure prevails, governmental price 
limitations will most certainly be continued, per- 
haps extended. Where no scarcity exists, an even 
more effective ceiling may be determined by com- 
petition and regulated by the old law of supply 
and demand which still will operate in a free 
market. 

And let no one overlook the other correlated 
fact, that a plentiful supply of many materials 
and goods is shaping up at the same time that 
new products and new uses will compete for pref- 
erence and realign established trade connections. 

Our productive capacity now is probably one- 
third greater than pre-war capacity. Aluminum 
production is nearly four times pre-war and 
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will compete with steel for many uses. Mag- 
nesium has also entered the field to claim its 
share from both. Copper and many other metals 
will be plentiful. Synthetic rubber may compete 
with natural. Chemical plastics will compete 
with moulded wood and other products of the 
soil. The popularity of synthetic rayon and 
chemical fibers is already causing the natural 
textile industry to call for greatly reduced costs 
all along the line from spinner to consumer, to 
survive the battle. In financial enterprise, utili- 
ties, transportation, and other services, the story 
is the same. Competition is shaping up, and 
what a battle it promises to be! 

Now, what does all this mean in post-war office 
planning? Just this, that where there is a ceiling 
over prices and an effective floor under basic 
costs, with Uncle Sam continuing to take heavy 
taxes out of the margin in between, there may 


easily be a profit squeeze. And the fact that 
these are forces outside the business over which 
we have no control only serves to emphasize the 
one remaining source of profit inside the busij- 
ness, over which we do have control—the over. 
head or general costs of doing business. In other 
words the real offset is the same in the office as 
in the plant—improved processes, short-cut meth- 
ods, and better relations. 

Maybe we cannot make direct profits in the 
office, but we know we can conserve them there. 
In any case, it is certain we cannot meet post- 
war conditions with pre-war methods, nor per- 
mit the inefficiences of war-time personnel to 
continue to inflate our post-war costs. Even more 
important, we must fulfill the vital function of 
the office as the controlling center of the business, 
in the trying days ahead. 

(Turn to page 48) 


Despite three and a half years of restricted production, your office outfitter still can supply merchandise. Part of office 
equipment display at recently enlarged store of Stockwell & Binney at Riverside, Calif. 


38 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


May, 1945 


-_ 7 — = — re ee es a ae ae ae Ce een yee ee, ee re 
oo ; 
oe a 
Be a 
Sb ae 
a 
en 
. Ee os 
‘aos ee 
oe. 
ee 
me ee 
Te. 
4 an 
Eo mee = 
coals 
a Edn 
& 
e 
Se 
eee 
hola 
a , 
Sgn ae Ts NB LAT RE AL Ram Ba 4 - . — 7 ext 
Pas , . 
eae : : , 4 P| ‘ 
7 Po By ie : 
x x ie & - é ; ‘ - , 
ait . os oe ae ” a ce "He ing 
esa ao = a t 4 Bi Ry a =f ta at's | a m 
a ge US — 2 roa oe a 1 
 shmaaee si : 2.) eee ae Ps hs Pi, a: erin a rs “ ieee: may 
ae i ca at > | ee ; at ace a | ae 
x - . _ eo sa = = eo. ae eo : : ‘geht ee oe i 
— ; eee es es eas OS ~ 
Ce ees ps si pa. ela \ al he as _ Lae ee ae 
a wane. og lial or > Si fo eee Bae as ’ 
: ; _ er esr: gi a. < a ae 
pene ome 4 es oo “P a € om , - 
ay aaa ig ¢ : = F = Ae all Bee ir fy mS ot ee fp — = 
a — je ; RE ee eee a yer’ Cee a: — 
Ree oe 4 he : ccs a . a a a a Po ac eee : 1 ree ~ 
Sen ae - en 7 : A : “ Bys Po ae i > > ' = i 
a ia =. abe —— A _ ee = : L 3 a Bi B , wise iy adie i age SA y ao 7 
- ae Ea “a — a ~ =% \ a , oS afte q ene os - “ “ff ay - “a ‘a 
te he: . oe | aed eS, = tie ee re A 
; q : 2 e: — = — oe Pie in, ae & > — “i eae F - ; ber , ce le na ‘ or, < bi 
D4 ee a ec Ae ae 2.” ae ; 
ee eS . de : Es a4 = Sa : 6?) > ee ane eo ae : pe ee 
ate 48 ees ae Se 5 ROUT ed Pon es ' a i 
ae —_ oe: ok . ae 7 
eee ae ma _ ee eae ae ye as ae ance of Ag pie 
pate b 4 2 ey i Nee piers Te at [ Bap) ea a il | ‘ 
fe i 7, - ee : x | 2 * Baoan ES oi elena igi Pp! : .s.. hy are a aie * ea ao 
. ae om — oe oe a eee oe eer ie eo lit ll 
A ee Ie: Ris —— lle aie Ble “ie . a wi? ¥ a Bas 
Be dere pee an ee .e es et ae ae. SE, b~ z $ et ‘on wane) - Ned ee 
gen gee ee ' i Lae whack , 
‘oe t " 
c Pe . " 
= to! a. ; 
Pees = . “ > a : ‘ - 
ie a " = = ~ . a 
_ ES or as | 
es : away Ce ee aa 
oe | me : ‘ Fl So 
9 _ NYY adil ” a a | 
— = ' SS LL ee 
a ) =z... J -ai 
a —— + a) ee ‘| a” j - 
ss _ ell SL) 8 -e, Q Sw «5 
oe genikewt —_ -- ik — > 
Sais ; oy =m Eger 4 ef " 
¢ 2 aoe f x - 5 i, BAe ' * 
he 5 = ? ee ge } § } @ ; ae 
ns nent Ae -_ | — Veeeees & a 
ees oe. 5 ; r ¢ ba ¥ - aa ay 2. ae 
a. wo , > \ =f — 4 AG | 1 Ps 
ae rat om 2s) re > Won « ba ee a 
ie Ey ‘e ; ‘ pe a9 4 * » a — io: ae Aas ; i? 
bie “oe 1) ae ia = —— ot i “>. 
§  ———— — lc <ks;,lUrl pat | es 
; ' « é i ai’ att ;- ee oe Ft ‘ t 9 ' bei BPs 
re “$447 SS a reek ~e os } «4 
i Bema aS ice ee ‘ <el bn ‘ 
: i ieee ’ \ et + ee a ee ee 5 i »> eae —- & 
Per Moy ¥ ae Se hh ai ie hy 5 
‘ . a ss aa: la ag oe... . | yr ii 
- iw - 99 —— ‘ 4 a, 
eo. : ri ens PX ae: —— See ‘S « 
3 = ae eo ‘a 
= 
a ; 
: — OR eo Bo. i — RR SD ei | aa 
es ” oe: 7 a ok i —— ies rs a ee ie ee Ss 
: a oa re = 4 ae poe — i ‘ a ae 4 bes : 3 Soak. ag 
a ieee ee a > —— ee 


‘May, 1945 


Telephone Uses and Abuses 


y% THE use and abuse of the telephone was the 
subject of a recent study of the research com- 
mittee of the Office Management Association of 
Chicago which turned up some facts against 
which DIGEST readers may wish to check their 
own practices. 


Forty-five companies in the Chicago metro- 
politan area were surveyed. Eighteen of these 
offices maintain an inter-departmental communi- 
cation system, separate from their regular tele- 
phone connections. 


The switchboard operator has various duties 
in different offices, according to the survey. In 
25 of the offices the switchboard operator also 
acts as receptionist, while in 20 of the 45 offices 
she performs some clerical work. Again in 20 
offices, the switchboard operator obtains the out- 
side number where the person wishes to make a 
call, including 2 offices _in which this practice 
occurs for executives only and one for long 
distance calls only. 


In 73% of the companies, employees are per- 


mitted to make outside personal calls during busi- 
ness hours. Of these companies, about one-third 
provide pay telephones for employees’ personal 
use, while two-thirds permit the use of company 
equipment. 


Long distance calls were covered in another 
section of the survey. Of all the offices surveyed, 
62‘; control or impose limitations on the use of 
telephones for long distance calls. One-third of 
this-62% require written approvals for making 
such calls. The remaining two-thirds require no 
approval for any call either local or long distance. 


Training and efficiency in the use of the phone 
were likewise covered in the survey. Less than 
one-half of the companies reporting on this ques- 
tion indicated that they used manuals on good 
telephone usage, and less than half of the offices 
make any attempt to train their employees in 
good telephone manners and handling. 


Fifteen percent of the companies have had 
their switchboard operators prepare a list of 
“abuses” of the telephone, for constructive use. 
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ABOVE: 


INTO GIRL'S HANDBAG OR MAN'S POCKET GOES the revolutionary magnetic wire recorder 
not yet ready for civilian use perfected by Armour Research Foundation of Illinois Institute of 
Technology in Chicago. This pocket model records only and does not play back. It connects to a 
small microphone which may be held in the hand, worn on a coat lapel, or used as a handie-talkie. 
It operates on the principle of the combination Armour Magnetic Wire Sound Recorder and Repro- 
ducer, now in war service, which records sound magnetically on a spool of wire nearly as fine as a 
human hair, and having rewound the wire, can play it back with high fidelity immediately. The sound 
record is lasting, or may be erased. This instrument was invented by Marvin Camras, student in elec- 
trical engineering at Illinois Institute of Technology, and it is being developed and perfected at the 
Armour Research Foundation laboratories. Postwar uses for a perfected portable instrument of this 
type include recordings for many purposes, such as communication, office dictation and transcription, 
signal control, and records of proceedings and interviews. 


ABOVE: 


ROCK-A-FILE CARD FILE. An improved card 
index for personnel, parts or stock inventory, cus- 
tomer prospect or client list, Rock-a-File offers its 
unique refinements in the form of a space-saving 
system which rolls open with the flick of a finger. 
Device puts entire contents of file instantly in full 
view. File box operates perfectly on the edge of a 
desk, on a small stand or table or window ledge. 
Measures 15 inches in length, and width is a frac- 
tion wider than a file card (twin model comes in 
two-card width). Available in walnut or green in 
3 popular sizes. Offered by Rockwell-Barnes Co., 
35 East Wacker Drive, Chicago. 


ABOVE: 

THE PAYMASTER which is said to eliminate 90% of payroll work. It is 
in book form—I60 pages of forms and charts with detailed directions. 
The Paymaster enables anyone, in one simple operation, to make up pay- 
rolls in a minimum of time. Reference to any of the 145 charts will give 
the payroll clerk or bookkeeper information on earnings, social security, 
withholding tax, and net pay. Charts cover a range of | to 4 exemptions, 
and all rates are exact to the eighth of a cent. Paymaster is made 
Sefer Publishing & Bookbinding Co., Inc., 176 Park Row, New York. 
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They Like Their Glass Offices! 


% NASHUA Gummed & Coated Paper Co. is now 
beginning its eighth year of occupancy, with full 
satisfaction, of the fine office building pictured 
above, a pioneering structure of its type in the 
New England area. 

This building in Nashua, N. H., is considered 
one of the most modern administration buildings 
in the entire paper industry. Dedicated to James 
Richard Carter, one of the founders of the com- 
pany, the structure is unusual for a number of 
reasons, chief of which is the glass block con- 


struction, the first industrial use of this material 
in New Hampshire. 

The blocks permit the entrance of diffused day- 
light throughout the building and being made on 
the vacuum principle have proved to be excellent 
insulators against heat and cold and a deterrent 
to the transmission of sound. In the further 
interests of efficiency, the offices are in addition 
effectively soundproofed with sound-absorbent 
material. 

The company likes its glass offices! 


Second floor interior 
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MR.BARRETT. 


ABOVE: 
PLASTIC DESK SIGNS that look and wear like bronze are 


taking the place of metal products during wartime priorities. 
On these composition signs by U. S. Bronze Sign Co., 570 
Broadway, New York, letters and borders are raised and 
finished in a bright, burnished bronze against a richly con- 
trasting statuary brown background. The plate is mounted 
on a triangular block so that it may rest on a desk. The 
plastic and composition walnut desk signs are a wartime 
product of U. S. Bronze Sign Co., which may be expected to 
enjoy a continued post-war demand. 


ABOVE: 

TO ROCK OR NOT TO ROCK? . .. that is the 
question which the new Norock stabilizer answers. 
Equipped with this invisible mechanism, any four- 
footed article will sit firmly on any irregular floor. 
This illustration shows the application. Tubular rods 
A, A pass inside ene pair of tubular legs and are 
cross-connected by flexible members at B, B. This 
device is adaptable to many types of desks, chairs, 
tables, dictating machines, adding machines, and other 
office equipment. They won't wobble or have “the 
shakes" with Norock, says Saunders Valve Co., of 
America, Inc., Mamaroneck, N. Y., makers of this 
stabilizer. 


ABOVE: 


VERSATILE BOOK RACK. It's new, streamlined, and 
adaptable. The Ful-Vue book rack does an all-around job 
for office, home, and hospital. Attractive and restful, in 
walnut, green and white. Holds steno books, reading books, 
tabulation sheets, addressing lists, dictionaries, telephone 
books, sheet music. Artists and designers will find it handy, 
too. It's sturdy, adjustable, with rubber feet, and easel back. 
Produced by Pep Products Co., 1776 Broadway, New York. 
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ABOVE: 

PLASTIC INDEX CARD HOLDER. The Plastic Division of 
the Hollywood Athletic Co., 211 E. 7th St., Los Angeles, 
Calif., offers this new transparent plastic card holder for 
labeling indexed storage items. The new product comes in 
one size— 2!/, x 3!/2 inches, and its design permits index 
cards to slide in or out from the top when the plastic shield 
is tacked in place. These plastic card holders are quickly at- 
tached*and give clear visibility and dirt free protection to 
index cards placed within. Index card holders are an addi- 
tion to the company's line of ivory toned plastic card holders. 
Descriptive literature is supplied by Hollywood Athletic Co. 


RIGHT: 


MULTIPLE MOBILE 
DESK. A sturdy portable 
desk with a multiplicity of 
industrial uses, especially 
adaptable for shop fore- 
men, shipping clerks, in- 
spectors, and dispatchers. 
Stands on 3-inch swivel 
casters and has a positive 
brake attachment. Stands 
43 inches high in front. The 
desk hood provides ade- 
quate space for storage of 
working papers. Has sundry 
uses in offices, and should 
be useful for time study 
and inventory work. Now 
being marketed by Lyon 
Metal Products, Inc., Au- 
rora, Ill. 


ABOVE: 


LEATHERETTE PHOTO FRAMES. These frames are 
made of fine quality Leatherette with heavily padded 
front and back covers and clear cellulose to cover the 
pictures. An Army brown frame is decorated in gold, 
and a Navy blue in silver. Borders are plain, pie 
crust, and with cross line designs. Frames are single, 
double, and triple photo type; 3 x 4, 4.x 6, 5x 7, and 
8 x 10 inches. Made by Super Service Mfg. Co., 18 
West Kinzie St., Chicago. 
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Everything's built in 


Proposal for Tomorrows Desk 


By John Sullivan 


% WHAT is the executive desk of tomorrow 
going to be like? 

Are our post-war problems going to be handled 
over a desk differing only in detail from that we 
used pre-war or is there something new and 
unusual on the way? 

Jacques Martial and Robert C. Scull, of the 
firm of Martial & Scull, New York, industrial 
designers and product engineers, after consider- 
ing the demand expressed in many surveys, have 
designed their version of a proposed desk for 
tomorrow, which OFFICE EQUIPMENT DIGEST 
herewith places, with editorial impartiality, be- 
fore the critical eyes of its readers, with much 
curiosity as to their reaction. 

It has irked these designers that nowadays the 
executive must obtain his desk from one source 
and his desk equipment from other sources. They 
declare that whether the present-day desk is of 
beautifully ornamental wood or streamlined 
metal the desk still remains no more than a table 
with drawers, which is incomplete without the 
addition of many items of equipment—telephone, 
dictating machine, inkwell, ash trays, clip trays, 
address and telephone indexes, and all the rest— 
“a motley collection which makes a desk look 
unattractive, inefficient, and cluttered,” accord- 
ing to Messrs. Martial and Scull. 

The purpose of their new desk design is to 
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organize all of this equipment into one func- 
tional unit. 

The desk—which could be made of formed 
plastic sheets or aluminum or other metal alloys, 
or of plastic plywood mounted on a frame made 
of aircraft constructive type of tubing—has on 
the left side a swinging door which opens up the 
dictating machine. In the similar right-hand 
door, room is provided for a typewriter, swing- 
ing out in the same way, or this space could be 
used for storage. 

Under the desk pad in the center is the general 
utility drawer. Back of the pad is a colorful 
plastic or metal housing, which contains an elec- 
tric clock, a calendar, thermometer, and a barom- 
eter. In the center of this housing are the inter- 
communication switches, which are plastic tabs, 
similar to organ keys, with numerals or letters 
designating the various offices. Above the 
switches is the speaker grill. The lower cen- 
ter row is composed of the various buttons 
required. 

On the right side forming part of the central 
housing, is a double inkwell. On each side of 
the desk pad, built into the desk, are automatic 
address and telephone index files. Again on the 
right side, a depressed space is built in for the 
telephone, which is the standard model. 

(Turn to page 56) 
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PARKLING 


ABOVE and BELOW: 


EMBOSSED METALLIC STARS. Eureka Specialty 
Printing Co., Scranton, Pa., has added gummed metal- 
lic stars to its line. They are embossed and die cut. 
These metallic stars are useful for office charts, maps, 
business graphs, merit marks, prices and quotations. 
They are supplied in three sizes, in gold, silver, red, 
green, and blue. 
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BELOW: 
OFFICIAL DISCHARGE FLAG. With millions of men 


and women returning from the armed services, this color- 
ful flag is a timely item. Made of fade-proof Celanese, 
the flag features the official discharge insignia in rich 
gold and blue, and a V for victory that glows in the dark. 
The design is framed in a red border and the flag has 
a gold fringe at the bottom. These flags are avail- 
able for immediate delivery from Glow-Flags Co., 179 
West Washington St., Chicago. 


Deleta 


‘ ee ! 


ABOVE: 


NON-SMUDGING ERADICABLE RIBBON. A compara- 
tively new typewriter ribbon with new advantages, Del-e-tape 
won't smear under the fingers, and can be erased without 
benefit of prayer and scrubbing. Del-e-tape ribbons are 

panied by a chemical which acts as an ink eradicator, 
bleaching the typewritten word right off the page. Now 
enjoying wide acceptance in insurance companies and 
wherever a slight erasure is undesirable, and for legal and 
technical reports. The makers, Malcom, Inc., 202 E. 44th 
St., New York, also have a reverse fluid which will bring the 
bleached-out word or line back again on the typewritten 
page. 


= E.FABER v.s.a. 650 


ABOVE: 


THIS COMBINATION BLUEPRINT PENCIL. An innovation is 
the Eberhard Faber No. 650 Van Dyke blueprint pencil, a standard 
T-inch length, with a red lead at one end and a yellow at the 
other. This dual purpose pencil should fill a long felt need in 
drafting rooms, the company feels. Because of its time-saving 
feature, it is particularly useful to engineers, architects, and de- 
signers, especially for making notations and corrections in red or 
yellow on blueprints. Packed 14 gross in a carton. From Eberhard 
Faber Pencil Co., 37 Greenpoint Ave., Brooklyn, N. Y. 


ABOVE: 


DRAFTING EQUIPMENT THAT HAS GONE TO WAR. 
They're in action with the armed forces, and they are in the 
front line on the home front, too, in war plants and engineer- 
ing offices everywhere. This fine drafting and artists’ equip- 
ment is manufactured by the Engineering Manufacturing Co., 
of Sheboygan, Wis., and nationally advertised and sold under 
the trade name of Esco. Skillful promotion is backing up 
this plastic drafting equipment, and all engineering products 
made by this company. 
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Forms are tools without which the modern office cannot operate. Scene in New Business-Reinsurance - 
Section, Lincoln National Life Insurance Co., Fort Wayne, Ind. 


Office Forms and Office Employees 


By Charles O. Libbey 
Head, Office Management Staff, Tennessee Valley Authority 


% ALL too often we think of office forms as 
oblongs of paper for a record. We draft them 
with care, no doubt, scrupulously review the cost 
of printing, and so release thousands of them 
upon the office force. Forms never talk back and 
employees are seldom in a position to do so. And 
yet records represent employee activities day 
after day in the office; forms transmit informa- 
tion, they complete figures, or they are referred 
to for data. Forms advise the administrator for 
purposes of control, coordination, and decision. 
However, the work is all done by the clerical 
force and the employee is more concerned with the 
mechanics of the record than anyone else. To a 
large extent all the superstructure of supervision 
exists so that the multiple details will be worked 
upon and made ready at lower strata of organiza- 
tion. Getting the multiple details done surely 
involves office forms. 

Forms are the tools of employees. The expense 
of the record to the office should be based on the 
man hours employed on the record and not on the 
cost of the tool. The expense of making a wood- 
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en gadget has little to do with hammer and saw or 
even materials but rather with the labor of the 
woodworker. So the expense of forms is the labor 
of the forms worker. We shall gain a realistic 
sense of economy as well as efficiency when we 
learn to think of forms in terms of employee labor. 
What are 5,000 stock record cards but a vehicle 
for posting and handling data in more than 5,000 
repetitious activities? 

There has also come inta the office in recent 
years a demand for a more human approach to 
the employer-employee relationship. Eugene J. 
Benge has referred to it as “hu-management.” We 
usually think of this approach in terms of work 
conditions, incentives, and personnel relations. 
The office form is so much a part of employee 
life and daily activities that we should also think 
of employees’ reactions to forms which we devise 
for them. If given the opportunity, employees 
will have something significant to say about the 
tools they use. So when we reach for a white 
oblong of paper with the creative impulse to start 
a form on its career in the office, we had better ask 
ourselves a few practical questions in terms of 
the employee. (Turn to next page) 
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First: Why this form? Is this information 
worth the employee labor which will be ex- 
pended? 

That one word, why, is always a realistic ap- 
proach to any office operation. Whenever we 
have to find answers to the simple question, why 
this form? why this particular breakdown of 
data? or why this number of copies? we have to 
do some definite thinking to avoid embarrassment. 
It has long been the history of forms surveys in 
the office that they always turn up useless forms 
and duplicated information. When forms have 
not been reviewed for years, the promise of 
savings is confidently placed at 25 percent. Forms 
have been initiated by different people, at different 
periods, for different purposes with a limited and 
possibly provincial view of all the office channels 
of information. We have also known office men 
who are inflicted with the “system complex,” 
who get so bound up with the red tape of doing 
something that they slow up the process of getting 
something done. 

Here are some sample questions for further 
inquiry. 


Sample questions 


1. Is the. information, as a whole or in part, 
accessible somewhere else? 


2. Can we get the information as a by-product, 
such as an extra copy, from another record? 


3. How often do we need reference as com- 
pared with the time of preparation? 

4. Are we adding captions to be posted just 
because there is room left on the form? 

5. Could this new form and related forms now 
in use be combined or centralized? 

6. How long will it be necessary to have this 
information? 

7. How many man hours will be required for 
installation and continuance? 

Probably 90 percent of all clerical work is 
repetitious and, because we write, figure, and 
refer over and over again, we use office forms. 
Part of the repetitions are already done for us 
and forms are therefore a process of work sim- 
plification. The questioning attitude toward a 
new form does not mean that the answer should 
necessarily be negative, because some offices 
should have more forms. The judicious use of 
form letters, for instance, can save much clerical 
routine. The point is that we should find out 
what the required information means in terms 
of employee labor. There was the report which 
went out methodically and expensively month 
after month for years. Then someone had the 
bright idea not to circulate it and to this day no 
one has ever asked for it. 

We decide that we need this particular infor- 
mation and have considered what it will cost us. 


Here is a second major question: Can the em- 
ployee do the job best with this type of form or 
appliance? 

From an academic point of view, it might 
be interesting to discover which came first, the 
demand of the office routine or the appliance of 
the manufacturer. There are plenty of testi- 
mony and exhibits for either side of the debate, 
Certain it is that the American manufacturer of 
machines and appliances has been imaginative, 
alert, and ingenious. There is a choice of some- 
thing or other for every major operation in the 
modern business office. Every device on the 
market has its use or it would not get there, and 
it proves it day after day or it would not stay 
there. The uses often compete and overlap so 
that the problem becomes to apply the appliance. 
The second-hand stores used to be full of wrong 
guesses on the part of the office manager. Possi- 
bly the answer to a few questions would help. 


1. Do the volume and number of copies sug- 
gest preassembled sets or continuous forms? 

2. Do the volume and computations suggest a 
machine? 

3. Do the volume and classification of data 
suggest punched cards for sorting? 

4. Do rapid handling and classification of data 
suggest visible equipment? 

5. Is reference or posting equipment best for 
this record? 

6. Have we considered the process of filing, 
sorting, and work flow? 

7. Have we thought of peg strips for report 
forms? 

They don't work alone 


Usually forms do not work alone but are 
related to other forms and procedures. Trans- 
mittal forms move from desk to desk in a variety 
of work flows and accumulative or reference 
forms stay at one point to take from or add to 
information. The various activities must be 
made to mesh efficiently together. Office flow of 
work must have continuity so that the employee 
can adjust his work with some degree of smooth 
operation. At the same time he must handle 
each detail, in a minimum of time, and here again 
the real expense is not the investment in the 
apliance but in operating time. The process chart 
is a device for tracing the movement and activi- 
ties of forms throughout the office. When we 
chart forms and copies from desk to desk we 
must know definitely what takes place and as 
a result we have an over-all view of the pro- 
cedure. It is not just for display. The chart will 
often remind us that we can route a copy here 
and cut out a copy there. It will help us deter- 
mine what type of record we require. 


(Turn to page 58) 
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IS RECORD INSURANCE! 


Your business records deserve the lasting protection of 
Sheaffer's Permanent SKRIP—the modern writing fluid whith 
won't wash out, boil out or fade out! 


Read Yeoman Coblenz’ letter above again ... and judge for 
yourself how well Permanent SKRIP can take it—how it is proof 
against any legibility-destroying condition which could pos- 
sible exist in your offices. 


Permanent SKRIP is availabie in Spatter-Proof Pour Out pint 
and quart bottles—in handy, desk-size TOP-WELL boftles. 


W. A. Sheaffer Pen Company, Fort Madison, lowa 
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BURROUGHS 


is your best source for 


CARBON PAPER e RIBBONS 
ROLL PAPER 


Your local Burroughs office is your best source 
for supplies for all types and makes of business 
machines. These supplies are of outstanding 
quality—manufactured to specifications that Bur- 
roughs’ years of experience have proved give the 
best results. Various discount purchase plans offer 
savings up to 40% for quantity purchases. For 
better supplies, call your local Burroughs office. 


Burroughs 


- SUPPLIES FOR BUSINESS MACHINES - 


BURROUGHS ADDING MACHINE COMPANY 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Post War Trends 


(Continued from page 38) 

So, let us analyze a few of the factors relating to 
personnel, procedures, forms, record and equipment, and 
see how we can adjust them to the coming needs and 
opportunities. The first is: 


1. Personnel Training 

In the majority of offices, it is probable we will be 
faced with personnel adjustments and training prob- 
lems second only to those which prevailed early in the 
war. Staffs enlarged during the war will be reduced, 
while ethers will be increased. Temporary employees 
will go back to their homes—several million of them. 
Half-trained youngsters we have used will have to be 
qualified or sent back to school. Many others who shifted 
to war plants or enlisted in the armed services will return 
for their former jobs. Job assignments will have to be 
shifted, procedures changed, and new viewpoints will 
need to be inculcated. The point is, if you haven’t been 
sold on the benefits of organized training before, this is 
the time to consider it, for it will pay real dividends in 
lowered costs and improved relations. 

Prior to the war, though training needs were recog- 
nized, relatively few firms had permanently established 
programs in-service. Many banks were aided by the 
training programs of the American Institute of Banking. 
However, it remained for the War Manpower Commis- 
sion, through their Training-Within-Industry program, to 
demonstrate in thousands of industries, what a mass 
training program could do to utilize abilities and get 
results. 

That war program, incidentally, has had three phases, 
Job Instructor Training, Job Methods Training, and Job 
Relations Training. Over one million supervisors were 
given the J.I.T. (instructor’s) course of ten weeks. Time 
does not permit reviewing all the details, but it has been 
learned that supervisors can be taught the technique of 
instruction and handling of people, and workers taught 
the attitudes and skills of job improvement, in shorter 
time and more effectively than was thought possible 
before. It is recognized that if the workers hasn’t learned, 
then we haven’t taught. 

And let me say here, that the plan of just letting a 
co-worker instruct his successor on a job may be the 
easiest solution, but it has little else to commend it. Few 
workers know how to teach and few of those who are 
about to leave their jobs have the interest to impart all 
their knowledge or inspire the right job relations. The 
result is too often a steady deterioration of skills and 
attitudes with each change in personnel, with correspond- 
ing increases in costs. 

Organized training starts with the selection of the 
right supervisors, one who not only has technical knowl- 
edge and an analytical mind, but broad human sympa- 
thies, infinite patience, and an enthusiasm for the work— 
in other words, true teaching instincts. The high- 
pressure programs of the war which were pointed for 
temporary objectives will have to be adapted to the more 
even-paced and continuing needs of peace time. The 
result is bound to be reflected in improved relations, 
increased production, and lower costs. 

The office manager who has long wanted official recog- 
nition of such a program can renew his efforts now with 
strong support. Consider that your investment in per- 
sonnel over the years is many, many times greater than 
in plant and equipment. The least you can do to increase 
returns on this investment is to have a permanent, up-to- 
date program of personnel training beginning at employ- 
ment and adapted to continuing needs. 

(To be continued) 
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aS "“SAFEGUARD’ seniien SYSTENA 


Now you can eliminate errors, confusion, mislaid letters, caused 
by an inadequate filing system. G/W Safeguard System comes 
complete in a package ready-to-use . . . nothing else to buy. Con- 
tains A to Z Safeguard guides, folders, instructions . . . everything 
needed to install a filing plan in any average 1-, 2-, 3-, or 4-drawer 
file. Ask your Globe-Wernicke dealer about the supremely 
simple Safeguard System, or write to The Globe-Wernicke Co., 
Norwood, Cincinnati 12, Ohio. BOOK PREE 
BUY MORE WAR BONDS AND HOLD THEM “Souedestnanie” 
*The inability to find what you file. 


ow ; s cc 8 ‘Visible Record 
Globe - Wernicke se 


FILING EQUIPMENT AND SYSTEMS 


5 FIND-t-1tS 

° ee 

HELPFUL HINTS 
— 


es 


“FIND-1-TIS" 
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Smoking would like 


What a beating those “makings” 
take! It’s really no “pipe.” It’s never 
exactly a cigarette, either. And 
Homer, here, has everything—rice 
rage tobacco, and two sets of nim- 

le digits to do the work. He has 
everything—everything but know- 
how. But then, what’s the odds? 
Maybe tomorrow or next day he’Il be 
lucky enough to snap up a pack of 
“ready-mades.” 

In other things, lack of skill can 
have dire consequences. Take the 
Norden Bombsights we make for the 
Army, for example. An error of an 
infinitesimal fraction of an inch any- 
where in this instrument can cause 
a bomb-load to miss the target by 
several hundred yards. In this case, 
crude construction comes high. It 
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means a mission wasted—and lives 
of crewmen risked in vain. 

That’s sobering, and Victor peo- 
ple take it seriously. It gives them 
the patience to keep everlastingly at 
it, to take endless pains in meetin 
every minute specification detail, 
That same thought instills habits of 
cleanliness by which they voluntarily 
watch little things like clean hands, 
dust-free shoes and clothing. It re- 
minds them of the need for accuracy 
as they routinely use precision gauges 
from which dimen- 
sions of one-quarter 
of naculiiagtine of VI CT 0 R 
an inch can be read. 

Patience, cleanliness, 
and accuracy are re- 
quired to build the 


Agents, Controllers, Office Managers 


Don't Tléae the screen version 


of “Winged Victory” presented by 
20th Century-Fox, in association with 
the Army Air Forces, 


to quit Homer! 


Norden Bombsight, and Victor 
craftsmen have what it takes. You 
can look for that combination of 
qualities, too, inevery postwar Victor 
Adding Machine. For they’ll be built 
under the same roof that housed the 
Norden Bombsight... by the same 
craftsmen... using the same preci- 
sion know-how. 

You'll have no difficulty deciding 
on what’s best for your peacetime 
adding machine dollar. Actually, that 
will be a “pipe.” 


ADDING MACHINE CO. 


Conserve your adding machines by having them inspected and cleaned 
at regular intervals by your local Victor dealer or factory branch. 


STILL WORKING WITH RIGHT ANSWERS 
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DOES THIS : 
HAPPEN IN. 


In your plant DO IT RIGHT YOUR PLANT 
Use JOSHUA MEIER holders and SAVE! | ? 


7 al 


, PRODUCTION ERRORS 
Joshua Meier Co. pioneered in transparent hold- 
ers. Despite handicaps, our current product is LOST RECORDS 


made of a beautiful sheet of non-combustible “This work order is 
cellulose acetate, with edging, stitching, sealing TORN & SOILED RECORDS so soiled! can hardly 
and folding thot stands up under hard wear. read it. - 


WASTED MAN-HOURS 


“It's time we put all 
our important pa- 
pers in transparent 
holders.” 


Inefficient methods must GO — and with them go loose blueprints, paper job tickets and travelers floating 
around the plant with paper clips to hold them together. 


JOSHUA MEIER CO. TRANSPARENT HOLDERS keep records clean, prevent soiling and tearing, save valuable 
man-hours spent hunting for lost forms—and prove time and again that they REDUCE PRODUCTION 
ERRORS by sending every factory sheet around the plant visible and protected. 


We make all types of transparent holders from midget to giant size. A few are illustrated. Write for 


details stating your particular problem. Please send priorities in ordering whenever possible. 


OR THIS 


“Where's that blue- 
print? 

“Here it is, fresh and 
clean in its trans- 
parent envelope.” 


ames 


JOSHUA MEIER CO. 36 East 10 St, New York 3, N.Y. 
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DEPENDABLE 
Filing Supplies 


... for SERVICE 
... for ECONOMY 
... for QUALITY 


Due to wartime manufacturing difficulties ser- 
vice to our customers has not exemplified the 
standards we strive to maintain. 


We ask your continued indulgence in the pres- 
ent day situation and assure you we are doing 
our utmost to meet your demands. 


The high quality of our merchandise has not 
been altered—nor has our desire to serve you. 
We assure you of our sincere appreciation for 
your cooperation. 

Here’s hoping for an early Victory! 


Patent No. 2248355 and D128118 


: Established 1921 


(. L. BARKLEY & CU. 
Manufacturers of Fileag reneces ; 


17S JEFFERSON STREET CHICAGO 
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Larger New York Quarters for Eversharp 

With an eye toward greatly expanded post-war busi- 
ness in both domestic and foreign markets, Eversharp, Ine, 
manufacturers of quality fountain pens and mechanical 
pencils, opened new sales and service offices in New York 
on April 25th. 

The new and larger Eversharp offices are in the Empire 
State Building. Raymond Loewy, internationally-famous 
industrial designer, supervised the planning, construction, 
and furnishings. 

Other phases of Eversharp’s expansion program are the 
opening of new manufacturing plants in Denver, Colo., and 
White Plains, N. Y. 

The purpose of these new facilities, according to Larry 
Robbins, vice-president and general sales manager, is to 
place the company in readiness for post-war deliveries the 
moment restrictions on man-power and materials are lifted, 

Consumer demand is building up to unprecedented pro- 
portions, says Mr. Robbins, through the force of an adver- 
tising campaign which this year will exceed $2,500,000, 
embracing two major night-time radio programs, and a full 
schedule of advertising in leading magazines and newspapers, 

At the present time, by far the greatest part of Eversharp 
production is going to the armed forces, Mr. Robbins reports. 
As a result, no orders are being taken from the trade during 
the second quarter of this year. However, all orders that 
were taken during the first quarter will be filled to the full 
extent of their dollar value, and it is hoped that by the 
third quarter civilian orders and shipments can be handled 
on a basis comparable to the third quarter of last year. 


Fair Trade Practice Conference 
For Lead Pencil Industry 

Representatives of fourteen concerns in the wood- 
cased lead pencil industry attended a conference March 28th, 
called by the Federal Trade Commission at the Savoy Plaza 
Hotel, New York, for the purpose of proposing a code of fair 
trade practice rules which the Commission would approve 
and enforce. Commissioner Garland S. Ferguson presided 
at the meeting, assisted by Henry Miller, the Commissioner’s 
director of trade practice conferences. 

Among the subjects considered for rules were the fol- 
lowing: 

Misrepresentation and misbranding of industry products 
and other deceptive representations, including the subject of 
disclosing the foreign origin of lead; misuse of the word 
“free”; defamation of competitors or disparagement of their 
products; procurement of competitors’ confidential informa- 
tion by unfair means and wrongful use thereof; commercial 
bribery; imitation of trade-marks and trade names; selling 
below cost with the intent and effect of injuring a com- 
petitor; use of “loss leaders”; coercing purchase of one 
product as a prerequisite to the purchase of other products; 
delivering products not conforming to sample or agreed 
specifications; coercive practices and combinations in re- 
straint of trade; price discrimination; and other unfair trade 
practices. 

A complete tentative code of fair trade practices was ac- 
cepted by the meeting for study by the Commission looking 
to its approval. The Commission will call further meetings 
at which consumers and distributors as well as manufac- 
turers of wood-cased lead pencils will be privileged to dis- 
cuss all proposed rules before they are finally adopted. 

The committee of the wood-cased pencil industry which 
is cooperating with the Commission on Fair Trade Practices 
is under the chairmanship of A. H. Berwald, Eagle Pencil 
Co., and includes H. B. Van Dorn, Joseph Dixon Crucible 
Co.; W. C. Rucker, Musgrave Pencil Co.; M. Levine, Empire 
Pencil Co.; J. S. Reckford, American Pencil Co.; G. M. Favor, 
L. C. Hardtmuth Pencil Co.; E. H. McCully, Wallace 
Pencil Co. 
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Aout half a century ago Hotchkiss 
perfected a machine which would fasten 
papers together with staples formed from a 
continuous strip. Hotchkiss officials knew 
how important it was to properly identify 
this machine in the public mind. They 
realized they needed a trademark and as 
they sat in thought one day, one of them 
picked up three strips of the shiny. new 
staples and formed them into a letter H on 
the table. “We'll let our product be our 
trademark” he said. And it was. A wood- 
cut was made of the design and it was 
printed on every box of staples and on 
every stapling machine. 


Dealers learned that products so identified 
lived up to their promised performance 
and the company back of the products 
could be depended upon for a square deal. 


NORWALK, 


Hoteles 


CONNECTICUT 


“We'll Let Our Product 
Be Our Trade Mark” 


TRADE MARK REG. 


So for nearly five decades this simple de- 
sign has meant the finest in stapling, and in 
business dealings. Dealers and users all 
over the world recognized the famous old 
red H as the symbol of the best. 


It will continue to be the symbol of leader- 
ship. Look for it on the present well known 
Hotchkiss products and on items of their 
manufacture in the bright and peaceful 


world of tomorrow. 


"Pioneers in all that's best in Stapling" 


May, 1945 
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THE HOME OF QUALITY PARK ENVELOPES 


FACTS ano FANCIES 


By McGillicudy 


By the time you read this, there’s a very good 
chance that the Allied Armies will have 
achieved final victory in Europe. We sincerely 
hope so. But that won’t mean the war is over 
—there’s still a big job to do in the Pacific. This 
is no time to relax, ease up on the job, or stop 
buying War Bonds. We can’t “shoot the works” 
in celebrating until we're sure the shooting at 
American boys has stopped . . . for good! 


The top critical item right now is lumber. Paper 
ranks at the top, too, because it takes wood pulp 
to make paper. When you sell envelopes to 
customers (Quality Park envelopes, naturally), 
remind them of the paper shortage and the necessity 
for saving every scrap of waste paper. 


Tell them that 100 pounds of scrap paper 
turned in will make 200 containers for blood 
plasma; or 1470 boxes for emergency lifeboat 
rations; or 650 cartons for Army K rations; or 
1150 fifty calibre bullet cartons; or 20 pro- 
tective fins for 250 pound bombs. This war 
isn't being fought with cold steel glone—paper 
is vitally important! 


And all that, of course, is one very good reason 
why you may not be getting as many Quality Park 
envelopes as you'd like to have. You are, how- 
ever, getting your full share of what is available 
for civilian use. We're kind of particular about 
seeing that all dealers get a square deal. 


By the way, along with making all the Quality 
Park quality envelopes we can under present 
conditions (such as Leatheroid, Champion Clasp, 
Blue Line Air Mail, Banker's Flap, Air Way 
Express, etc.) we're doing a bit of postwar 
planning, too. You can depend upon Quality 
Park to be ready when the time comes! 


Help make the 7th War Loan Drive a 
Victory Drive...Buy More War Bonds! 
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A Desk for Tomorrow! 


(Continued from page 43) 


The shape of the desk is unusual and designed 
to combine the advantages of desk and confer- 
ence table. This arrangement permits from two 
to five persons to sit around in conference, with the execu- 
tive having all of them in view without change of position, 
Two ash trays, made of glass, are sunk into the desk at 
convenient locations. Humidors for cigarettes, cigars, or 
tobacco are located on each side of the desk pad, above the 
indexes. 

Another important feature of this desk is the wiring. 
Instead of having many separate wires trailing around the 
floor, the designers have brought the various lines to a 
central point and passed them through one of the rods, 
from which a cord and plug are attached. 

Messrs. Martial and Scull have also provided chairs to 
match their proposed desk. The executive’s revolving chair 
is intended to be light but to give the maximum comfort. 
Foam rubber could be used in its construction. This chair 
includes a revolving and tilting mechanism. 


Crucible Appoints Purchasing Agent 

Formerly purchasing agent of Rotary Electric Steel 
Co., Detroit, A. W. Taylor has been appointed purchasing 
agent for the Crucible Steel Co. of America. 405 Lexington 
Ave., New York. Mr. Taylor succeeds R. H. Filsinger who 
held this position for many years, and died March 5th at the 
age of 58. He had been with Crucible for 39 years, starting 
with the company in its Sanderson works in Syracuse, N. Y. 


Metal Equipment Manufacturers’ Committee 

Eleven representatives of metal equipment manu- 
facturers have been appointed to an advisory committee 
available for consultation with the Office of Price Adminis- 
tration. 

One problem upon which the committee’s advice will be 
sought is the pricing of sales by the government of large 
quantities of such equipment as office furniture, shelving, 
and lockers now in use in the war effort and presumably to 
be sold when the war is over. Among other metal equip- 
ment manufactured by the industry are store fixtures 
and signs. 


Office Club Enjoys Guest Trip 

Members of the Office Management Association of 
Chicago were guests at the offices of the United Autographic 
Register Co., Chicago, on one of the regular monthly visits 
arranged by the Trips Committee. 

The program was held in Uarco’s Little Theatre. Execu- 
tives of the Uarco organization discussed the design and 
application of various continuous multiple forms. 

Following the talks, the association members were taken 
on a tour through the plant. 

After refreshments had been served in the Uarco cafe- 
teria, a second tour was conducted covering the Uarco 
offices. Work simplification appliances were demonstrated. 
An outstanding feature of the offices was the installation 
of convertible desks, which conserved space and provided 
comfortable seating. 


Cellophane Tape Available 

The International Plastic Corporation, 10 Park Place, 
Morristown, N. J., can now supply the new Filmonize 
printed transparent cellophane tape without priority to 
firms which are directly or indirectly engaged in a war 
industry. Orders are taken in multiples of nine rolls, with 
a minimum order of nine rolls. 
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OT only good golf, but also good business demands 

= follow-through as a basic policy. 
om Constant, unceasing care, and skill — follow-through — 
vd characterize Allied’s manufacture of the famous Rocket 
= Brand Carbon. From raw materials to finished product, 

every element, every process is carefully checked, tested 
— and controlled. 
ttee 
ais This painstaking follow-through results in Rocket’s extra 
be quality and uniformity, insures customer satisfaetion. 
Longer wear, more and better copies, easier handling, 
r to cleaner erasures, are features which recommend it to 
‘ip- 
voll buyers and users everywhere. 

And Allied’s follow-through on Rocket make it as attrac- 
of tive and easy to sell as it is real economy to use. With 
hie the modern new silver imprinted back and smart pack- 
- age Rocket is more than ever the dealer’s favorite, spell- 
on ing more sales and greater profits. 
in 
= Follow through yourself with Rocket Carbon — give it 
; the Performance Test in your territory. Write today for 
e- 
aut samples and complete details about Allied’s personal- 
m8 ized service policy designed to help you increase your 
led carbon and ribbon volume. 
= ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION A {| FN 
bes 165 DUANE STREET NEW YORK 13, N.Y. 
ith Manufacturers of Quality Carbon Papers and Inked Ribbons for 37 Years CARBONS & RIBBONS 
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THE BETTER WAY TO MOUNT 
PHOTOS, DRAWINGS AND 
OTHER VALUABLE PAPERS ... 


Try SUPERGRIP 50, the synthetic rubber cement with a superior 
grip that remains unchanged. The SUPERGRIP bond defies 
oxidation not only at normal temperatures but even when tested 
in an atmosphere of almost pure oxygen. This changeless ad- 
hesion is without injury or change to photo or to mount. 
SUPERGRIP'S thin, clear film does not stain or wrinkle, and 
any excess can easily be removed by rubbing with the finger, 
as with rubber cement. 


It grips better... 


SUPERGRIP not only sticks paper to paper; it also sticks paper 
to wood, to metal, to glass and to plastics. Artists, advertising 
men, architects, engineers, photographers, teachers—anyone who 
mounts—need “mourn no more" for pre-war rubber cement 
because this recently developed but fully tested synthetic 
rubber cement has many advantages all its own. 


SUPERGRIP 50 is the civilian brother 
of scores of highly specialized war- 
time cements developed in our labor- 
atories which are one of principle 
sources of special industrial adhesives. 


You can buy and use SUPERGRIP 50 
in full confidence of satisfactory per- 
formance of its specified uses. 
SUPERGRIP 50 is available in photo 
supply and stationery stores, in 4 oz. 
bottle (with brush) and in pint, quart 
and gallon containers. 


Look for this trademark on label— 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Office Forms 


(Continued from page 46) 


Now we come to the physical and functional details of oyr 
form which brings a third question. Can the employee be 
assisted in the details of this form? Have we practical and 
intelligent form design? 

We are now dealing with a multitude of details which 
are too often thought to be trivia. That is why it is go 
important to think of forms in terms of employee use. The 
one caption to be filled in is never just one posting and 
nothing more but it is multiplied many times by repetitious 
actions. The typist must type in this place thousands of 
times, and the one detail can help or hinder thousands of 
times in the life of the form. For example, there was an 
office where many typists were filling in more than thirty 
different form letters every day. The form letters saved 
hours of employee time, but no one had ever thought to 
align the postings so that a minimum of tabular stops on 
the machine would be used. Later the letters were designed 
for one or two tabular stops and the scattered postings were 
no longer necessary. In cases like this not only does the 
typist rise up and call us blessed, but also she can tum 
out more form letters more conveniently. Everybody con- 
cerned is satisfied. 

A check list for form design might take several pages, 
Here are just a few questions. 

1. Have we considered the durability, permanence, opaci- 
ty, and weight of paper to be used in the form? 

2. Are we sure that the paper grain for a machine- 
posted form runs at right angle to the platen so that the 
forms will not slump in the filing tray? 

3. Is the form spaced accurately for the machine? 

4. Is the sequence of the data similar to that of related 
forms? 

5. Have we used boxes for checking rather than posting 
where possible? 

6. Have we used the smallest size for standard equip- 
ment? the most economical cut from paper? 

7. Have we adapted the form to the best reproduction 
process? 

8. Have we considered the least amount of carbon han- 
dling? 

The list of questions on details of design is almost end- 
less. There are many physical characteristics such as 
paper, size, and printing processes; many functional details 
such as grouping data, handling and filing the record. The 
form, as a piece of paper, is only one part of the record. 
In a card record, for instance, adequate guiding and appro- 
priate housing are equally important to the rapid use of 
the record. These are all details but not trivia, for the 
work on them is likely to go on eight hours a day. It has 
been said that reconversion will bring into the office of 
the manufacturer some 90 different forms, form letters, and 
inventories. We submit that there is nothing trivial about 
these forms. 


Here is a fourth underlying question concerning this 
new record: How will the work place of the employee be 
affected by this form? 

A lot has recently been written and talked about specialized 
equipment for clerical tasks. There will be more for a 
long time to come. However, the thought is by no means 
new but is as old as office management. The same desk 
should not be made to fit every person or every task. 
Before the war there was a whole line of desks made up 
of different units and an ensemble could be adapted for 
an executive or a clerical activity. We know that typists’ 
desks are usually too low for convenient and efficient use. 
One wonders who set the standard on desk heights any- 


(Continued on page 62) 
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of our 


Display Box FREE with Order for 6 Dozen 
41 Subjects—35c Each—Order by Number 


1 Mediterranean and 325 England and Wales 
the Near East 329 Scotland 

2 United States 331 Ireland 

3 The World 335 Spain and Portugal 

10 Atlantic Ocean 339 France 

11 Pacific Ocean 341 Netherlands, Belgium 
235 Alaska and Luxembourg 
237 Newfoundland 345 Sweden and Norway 
239 Canada 349 Denmark and Finland 
67 British Columbia 353 Germany (before 

73 Mexico Austria, Czecho- 

75 Central America slovakia, and Memel) 
85 West Indies 355 Greece & Switzerland 
87 North America 359 Italy 

oe See 361 Yugoslavia, Albania, 
- pr oad Rumania and Bu 
cae 367 Poland, Lithuania, 

09 Japan Latvia and Estonia 


11 Australia 371 Russia (U.S.S.R.) 
315 East Indies and in Europe 
New Zealand 373 Palestine, Syria, 
317 Philippines Trans-Jordan 
319 Hawaii & U.S. Posses- 375 Turkey and Southeast 
sions in the Pacific Europe with Syria, 


321 Oceania (Southwest Palestine, 
Pacific with Australia 379 India 
and New Zealand) 383 China 


384—Invasion Map of Germany 


Cram's 
INVASION 
MAPS 


of ALL NATIONS 
AT WAR 


in Europe, Asia, in 
the Pacific Ocean, 
Also of the World, U. S. 
and Foreign Countries 


There are 41 subjects to choose 
from. All the maps are as finely 
detailed as possible according to 
scale. They are full colored and 
make a fine showing wherever dis- 
played. All the maps are in demand, 
rapidly being sold to all who have 
friends and relatives in the service. 
Many dealers are offering 3 for 
$1.00 which adds to volume and 
profits. Maps going strongest now 
are of all the countries in Europe 
and of the Islands in the Pacific 
Ocean, China, Philippines, India. 


For more profits, order more 
Modern Series Maps. 


ram’s BIG SELLERS IN THE MAP FIELD 


At All Office Supply Houses, Stationers, Book Stores and Gift Shops 


SAIPAN, TINIAN anv AGIGUAN 


(of the Marianas Group) Pt. (Tore weet) 
jappi San 862 Ft 
(Tanapeky) 
Hor. Fehon 
Metcho Pe. (Pentemectes Sant? Gtashii 
Saipan Hbr.(Garapan Anch}. ara 
sal DE Tapocho San ( Tapotchau ) 15654 Ft. 
s TESS theres 


CUgiigan ‘a sant) ty Wen) Bey 
Wahi Pe. cveri Serr) ~ So, 
| Pen § bin Narfuy fae) 
456 Ft. “ly” OWans” Pt 
Faibus san hilo Pt. “aan 
(Foatousa San Mire Sari) Ri (ssige 

ae 

Tinian (Tenian), pan 
age (Bene Visto) 564 Ft. | )Masalog Pt. (aasarege Batt) 1s* 
L Surquan Pe. N. 
(Foatmese S2% 


— (Tenian 7 Ft. 
‘inian Hor. 
(Tintan Ke) ‘Marpo Pt. (Warege Saat) 
Lalo Pt. 
(Marorinase Bai) 


Tinian Suido 


A 
(Agigan To oar rn 
Nafutan twa ; 


145°40’€. © The George F Cram Co.. tne. 


32 Pages ... Board Covers. 


Cam’s Global War Atlas 


Large Maps in Color Cover the World. Size 12x15 Inches. 


DELUXE MAPS—A prize selection. Many new and shown for 
the first time. Printed on fine super in full colors. Easy to read. 
A COMPREHENSIVE INDEX — Covering over 300 countries, 
islands, and places throughout the world whose exact 
locations are not popularly known. Index refers to is 00 

age with cross reference for quick location to all e 
battle fronts. Price in dozen lots only..................... 


geography. 


C, rams Maps of the Bible Lands 
Now Sold Through CRAM DEALERS 


A big opportunity for dealers to cash in on a Specialty 
that has unlimited opportunities with no competition. The 
book is carefully edited—a complete reference for Bible 
Class2s, Sunday Schools, Religious Bodies and for the gen- 
eral public who wish to follow the bible story with its 


Beautifully printed in 4 colors, 8% x11 inches. Contains 
over 20 Maps. Index to over 400 Places in Bible History. 
Shows the Birthplace of Civilization Down to the Present Day. 

Special Feature is “The Life and Journeys of Christ,” 
told in 8 Separate Maps. 

Order direct from this advertisement or write for 
Descriptive Literature. Price in dozen lots only........ C 


C. x 4 ams 
PICTOGRAPHIC 
MAP OF PACIFIC AREA 


Sizes 46x36 Inches + 10 Beautiful . 
Color Tints + 63 Maps in One 


Large map encompasses entire Pacific Area— 
62 close-up maps around border give details of 
all important Islands and Strategic Points and 
Ports on Both Sides of the Pacific. 


WITH PICTOGRAPHIC MAP 
176 Miniature FLAGS 


Flag Emblems of all the warring nations. 
Makes it easy to follow Allied advances and 
enemy set-backs. 


16 Page INDEX BOOKLET 


Covers over 2,500 name dm my of all points on 
map. Keyed to locate quickly even the most 
remote places. 


STYLES and PRICES 


P.A. No. 1, Paper sheet. Each map in an indi- 
vidual tube $1.00 each 
P.A. No. 2. Map mounted on Cloth with split 
sticks top and bottom for hanging......$3.00 each 
P.A. No. 3. Mounted on center-hinged Tack 
Board. Map can be folded or stood up anywhere 
at V angle. Eyelets permit hanging.....$2.50 each 


FRIENDLY CHALLENGE TO DEALERS 


If you do not agree that this is the largest, 
most colorful, finely detailed and completely 
indexed map of the Pacific Area ever shown, 
return the maps ordered, charges collect, for 
prompt credit. 


Order Direct from This 
Advertisement 
or Write for 
Bulletin P.A.2 


THE GEORGE F. CRAM COMPANY, INC. 


730 E. WASHINGTON ST. - 


NEW YORK 1 
230 Fifth Ave. 


CHICAGO 54 
1524 Merchandise Mart 


INDIANAPOLIS 7, INDIANA 


LOS ANGELES 15 
1,000 So. Los Angeles St. 


Prices Shown Are 
Selling Prices. 
Anticipate Your Needs. 
Order NOW. 


May, 1945 


When writing advertisers please mention Orrice Equipment Dicest 
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TRY THIS ae 
SPRING _- 


~ Sturdily onsttucted 
 (generak:rutility > basket 
suitable for use in lavas’ 


ten 3a lift Ta) 


Ticonderoga | | 
\ pencl 3! 
They skim swiftly, 


DIXON TICONDEROG A136 


smooth| ii it ly over 
ugithes Salen S 
work with the greale st 
of ease Offer gra nd 
rubber Tips Look for the 
green plastic ferrule, 
with two uetlow Slripss. 


When you buy pencils 


Demand Dixon 
- TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 6-34-1, Jersey City 3, N. J. 
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TYPISTS 
Prefer” 


THE TWIN —2400 CARDS 


The newest most compact 
card file!... Handsome!... 
Handier! . . . Saves Space! 


Rock-A-File’s unique feature of 
rolling open broadside makes 
the difference. A flick of the finger 
puts the entire contents in full 
view, perfectly aligned and in- 
stantly accessible. Space is saved 
wherever it’s used—on the edge 
of a desk, small table or window 
ledge—for in use or not in use 
Rock-A-Files are only 15 inches 
long, and the width increases but 
slightly when in use. 


thot sions for The famous paten- 
shorpet impre® surer- ted “Carbon Grip- 
qimme- ad per” in every box 
tonget SuPer KOTE © ~ ae Super- 
TREATED, \ gvoro™ reated, uper Kote 
- 1e ore ° otion and Keen Rite. 
KEE! det rior 


Rock-A-File Single and Twin Card Files 
are available in Standard Green or Gen- 
uine Walnut in the 3 popular card sizes. 
Order from your stationer or office sup- 
ply dealer. Inquire about the sensational 


Rock-A-File Space-Saving Letter Files. : ” | 
529 South Franklin St,  ==--ss——.270 Loteetae 
To : poe 
ROCKWELL-BARNES COMPANY Factory: Coraopolis, Pa. 
—— 35 EAST WACKER DRIVE © CHICAGO 1, ILLINOS 
1945 


May, 1945 When writing advertisers please mention Orrice Equipment Dicest él 


oo. 3 * eaere = oh 
; : : ‘ = eee 2 i 7 cs Le 
. = oA 
pee. 0 > pat. OFF: pats. appied FOR a : 4 4 i ee 
ne < a : ee 3 a! a 7 = ae oe 
FOR Quick oe eu i + ae 3 ’ 
co NVENIENT es . 2 tn a 
CARD FILING wae —— GOOD — | 
ea . fs 3 a 
sag 3 - - i 5 ie 
~ "I aye’ : —Z = iy 4 
Use ot desk ( wae . = 
window | edge, lal A Z- ad — Ee | | 
small table . ° eS : 1 ’ ’ On eh = : : 
\V \ at coDO i 
ii _— — re , 
ee ee Bs ass Sees 1 a 
| . — : 
; ie = ole 1¢ He 4 £ mt 
. —_ . a a Arh zs 5 : a 4 : 
es ae igi = 
rks Mt es 2 ei “ d 
x yPEWRITER i : 
RIBBONS : Ri, . 
*« CARBON or : 
APERS x 
the new Code CLEARTEX = KEEN a | 
writes end weer? vike silk _— EENRITE ——— 
ine fobrics yore e , ; 
qration ond entre length a = - = 3 3 
give giserieni tin aypists ; L es = ‘ : 
‘ ce a : 
= new srondords for copyind ee s * : 
“a = oe a i 
Wen, performance: eae eee z 4 : 
: ~ for every copying purpose : a ee " 4 2 
a , oe Spt Ay yhere is ? Code Carbo" as, sa 4 . 
at i FER | 1 give cleanets a at) ae 
| ' : : | ai | | ee | 
‘ % * ; a aS , 
Si é 
rn ol yeed 29° & 
for five years 
v 
aa, ie : 
S 
: = 
Z , ig SS 
MEQ craARD | 
ee a ae ie a i 


THEY SAY... 


1386. N22. 


_. that Ticonderoga 
1S the smoothest, 
easiest fastest wri ling 
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Joseph Dixon Crucible Co., Dept. 6-54, Jersey City3, N. J. 


Office Forms 


(Continued from page 58) 
way. Some time ago we experimented with a wooden base 
under the typewriter, and after a brief trial almost every 
typist wanted to retain it. In the few exceptions the typist 
was of smaller figure and the 28-inch height of her desk 
was probably correct. The height, shape, and arrangement 
of the desk should be considered for doing a particular 
clerical job. So here are a few sample questions to consider, 

1. How many foot-candles does the job require? Is the 
lighting provided with a minimum of glare? 

2. Have we considered noise factors on the operator and 
on others? 

3. Is the layout advantageous for rapid flow forward with 
employees’ movements at a minimum? 

4. Can we remodel the desk, table, or equipment for 
better motion economy? 

5. Are supplies within easy reach and in order? 

6. Have we adequate instructions for handling, either on 
the form or accessible to employees? 

7. Are there any accident hazards? 

It has been said of the farmer that he puts more thought 
into the development of his barn than that of his house 
because he spends more of his life there. The office man 
too schedules about one-third of his daily time at a desk 
and what goes on about him is not unimportant to much of 
his life. Even when he is not aware of it himself, his pro- 
duction in quantity and quality is affected by illumination, 
acoustics, and ventilation. Certain experiments have been 
published recently in which acoustical treatment of walls 
and ceiling has increased production 10 percent and de- 
creased errors over 20 percent. We have heard it said 
that as a man thinks so is he; it is just as true that as an 
employee has to work so is he as an employee. 

A final and fifth question: What is the employee sup- 
posed to do when this form has served its purpose? 

He does not just stop. No one tells him to, and anyway 
he wants to continue to receive a pay envelope. This is 
indigenous with all employees. More often, however, the 
job goes on but a certain percentage of forms and papers 
should not. They become obsolete but continue to clutter 
up the current records. It is quite as significant to the 
process of streamlining to get rid of the old as to bring in 
the new. Periodic reviews of what is in our records are 
also work simplification. How to dispose of old records in 
a large organization is no minor problem. So when we are 
starting the form out in office life, can we plan what is to 
become of it? 

1. Can we work out a terminal procedure for transfer 
and destruction? 

2. Have we thought of less expensive space, cabinets or 
binders for transferring the form? 

3. Have we considered rag stock for permanence of the 
form? 

4. Is this paper vital to the organization? Have you con- 
sidered record protection? 

5. If a multiple form, have we considered making one 
copy only a record copy for retention? 

6. How about a retention schedule for all forms? 

7. Can we finally microfilm this record for retention? 

From figures in a report, an executive can seldom visual- 
ize the bulk of papers in storage. It is one thing to tell 
him that we have 1,000 drawers of papers and quite another 
to lead him back and forth in the aisles among the stocks. 
It never fails to astonish. With size and age the bulk of 
old records in any organization becomes a liability which 
never becomes less without planning or a fire. Much of it 
never had any value beyond a few months anyway. So 

(Continued on page 68) 
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Requirements 


Available for Immediate Delivery 


An extensive range of 
PAYROLL and PERSONNEL FORMS 
Latest designs to meet 
current government requirements. 


The series include 
Master Payroll Sheets 
Individual Earning Records 
Bond Purchase Deduction Record 
Supplemental Personnel, Operating, 
History & Application Forms. 


Also many subsidiary forms for 
simplification of payroll accounting 


The “VIC" PAYROLL OUTFIT 


for 25 employees at $5.00 
is complete, compact, simpie. 


One-Writing Payroll Systems 
OTHER CESCO PRODUCTS 


Visible Record Books and Forms 
Post, Prong and Ring Binders 
Ledger—Catalog Covers—Indexes 
A wide selection of Commercial Forms. 


WRITE FOR SAMPLES OR CATALOG. 


The C-€- SHEPPARD CO. 


**44-07 21s Street.» LONG ISLAND CITY. N.Y-=- 


— ee 
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The MODERN QA 
ECONOMICAL INK 


In less than a minute you 
can squeeze the contents of 
this tube into a quart of wa- 
ter and make a permanent 
ink that will last as long as j 
the paper on which it ap- 


peaset 4 


Yes, Permex goes a long 
way —and costs approxi- 
mately half as much as fluid 
ink, yet it’s the finest ink 
money can buy. 


Permex is easily shipped— 
there’s no danger of break- 
age. It is guaranteed to be 
as good or better than any 
writing fluid you can buy at 
any price. 


We'll refund your money if 
you’re not satisfied with 
Permex—the Modern, Eco- 
nomical Ink that is perfect 
for fountain pens, 


THE AMERICAN CRAYON COMPANY 
Dept. OE-4 Sandusky, Ohio 


( ) Please send me literature on Permex, the modern ink 
in paste form. 

ENN inde need eae sayy baa nwb iced ev law senckies seine 

CE Sch cnsvden iceweewat vos shies epee sewed sangvebare Seen 

Address 


De Sib eecbun cued Ov bebe tavabeden ve Pics ont eenneatee 


om : oe a = 2 “ie a or : - bse a eae > — is . a Ea e 
‘very 2 
ypist | Rv g 
— LZ, we 
ment > ¢O Yy wilh S SS 
= Re FE ZN | . 
7 omg a 1 Vi» N f 
and 4 em te a > a 
Za \/ les rN 7 > ; 
a Non -- BSS a 
Wf 5 SD Y + eS > 
o mee wii WP 
-r on 
10use 
desk SEL 
ch of Ko° &3 i 
pro- 
ation, ese. . . i 
been uy PME F 
walls 
| de- | 
said ] | /, 
aS an | | 
I 
sup- | | 
yway 3 
nis is i | | 
, the | 4 
| Ht : 
lutter | ‘ 
a | | i 
S are \| f 
ds in | “ i 
e are | ) 
is to | n ] —=2 
ansfer 
| Foor | 
: a | J . 
i ~~“ 
a | —_ | 
con- ae 3 
Z one 
isual- | , 
o tell | 
1other 
tocks. 
ik of ee 
which ne 
. of it 
ee 4 
, 1945 a Se 63 4 
bi a a men a] . ) a oo cz. 2. Wie 2” ee | i 


a ee ge 
SPEE-ODOTIEN 
A REVOLUTIONARY DEVELOPMENT 
IN DRAWING DEVICES 


dotted lines 
ina 


split second. 


INTERCHANGABLE 
REFILLS 


A. Produces even dotted 
lines 


B. Dash and dot 
C. Dash and two dots 


==) WABASH FOLDERS 


Made in two sizes, transparent plastic, fully graduated 


for ruling and mensudag. T b< — { Rr e 1 N E 9 U A L l T Y 
#8 Spee-Dotter, 17" x 8", centimeters and inch MAKES FILING . . 


WI seca ccnvseccacseccss List Price $1.00 17} Vleasure: / 


£12 Spee-Dotter, 17%" x 12!/g", inch in 32ds and NEXT in importance to a good index in 
eres List Price $1.50 any file is the use of sufficient folders, so that 


SPEE-DOTTER rushes the finished work of draughts- each contains only a small quantity of papers. 
men, architects, engineers, designers, artists, stud- This requires more folders, but they quickly 
ents, layout men, accountants. pay for themselves in time saved filing and 
finding. Wabash Folders stand straight in the 
NEW: METHODS ENGINEERING RULER drawer, save time, make files look neater, 
and serve years longer. Wabash Folders are 
made in many styles and qualities. Your Wab- 
ash dealer will be glad to help you select 
those best for your filing needs. 


Write for Further Information and Complete Catalogue 


RULERS + TRIANGLES = NAVIGATIONAL INSTRUMENTS + STENCILS + PROTRACTORS + OTHER DEVICES 


ETM Zale Bysany 


SARA TtTFEORG, 
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still climbing . 


Hundreds of complimentary letters could be quoted about Nev-R- 
Kurl Carbon Paper. But the best testimonial is the constantly increasing 
number of nation-wide users. The features, the quality, the day-in and day- 
out performance of Nev-R-Kurl, in 5 years, have established it as the first 
choice carbon paper for buyer. 


‘ 
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1 CLEAR PRINT 
| WOOD STAMP PAD 


SO (Glas Sims 


STAMP PAO 


NEV-R-KURL 
CARBON PAPER 
Will not curl, tree, wrinkle or 


D ¥ emudge. Clear Print Wood ~ 
Stamp Pads [ast 

me Gives 55 to 50% more copies per twice as long as the ordinary pad. Wood 

. = sheet by actual tests. base never warps or sags, never becomes 

aD mussy or clogged with lint. Easy to re-ink, 

‘Ss Universal adaptation—same sheet practically indestructible. Made in 4 sizes 


works on standard or noiseless 
typewriters, billing or bookkeep- 
ing machines. 


with choice of inks in 5 colors. 


foe 


. SAMPLES SENT WHEN 


requested on business letterhead Ph Udi Ss oe 
carmurs AROcESS Co.Inc. (/> 


President S92 Mite  sSTRECT. 
ROCHESTER NY 


FIRST WW LINE 


They all be back soon — those office appliances you need — are 


PRODUCTS 


waiting for. First in line of march will be Error-No line-by-line, all- 


steel copyholders. 


Of course we are taking orders for Error-No for future delivery. No 


dates . .. no promises until the shooting is over. 


Those first in line now with orders for Error- 
No will be first to receive them when they 


come off the production line. 


Other famous 
Hall-Welter 
products are 

Chexsigno 
(Check Signer) 
and Speedrite 
(Check Writer) 


DIVISION OF 


Hall-Welter Co. 


ROCHESTER 7, N.Y. 
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edar-King eee A TRULY FINE PENCIL 


Boxed Dozens 
F. ive Degrees 


METAL TIP | 


===, 


Cedar-King SD “GHBAR TEFEN? ~223 N22 


@ ry them at our expense. Send penny post- 
card, your name and address . . . get a 
pencil free . . . once you use them you'll 
call for National Pencils at your favorite 
dealer. 


NATIONAL PENCIL CO. 


EAI CS ee. 


tee 


SHELBYVILLE, TENN. 


NEW YORK 220 FIFTH AVENUE 


If you want the quality, hardiness 
and uninterrupted service you are 
entitled to expect in your marking 
devices, be sure to ask for these 
models by name! 


Type BAND DATERS 

Entirely encased in metal 
for protection; perfect im- 
pressions; changeable die 
plates are only three ot 


the features distinguishing 
from ordinary 


Superior 
\ daters. 


TRIUMPH 


Self-Inking BAND DATERS 


and energy, 


unit 

stamp Lee 

(or dater). , 
" one action. Ask to see 


Triumphs in action. 
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AMERICA'S 
FASTEST SELLING 


DRAWING INSTRUMENTS 


Set £814 


Competent artists and draftsmen know the importance of working 
with fine instruments. They know that the name of CHARVOS 
on drawing instruments is their assurance of highest quality and 
dependability. Despite present conditions, we have a large 
stock and a wide and varied selection. The prices are surpris- 
ingly low. 


SET 814 (Illustrated above) DeLuxe Set with Center Wheel Bow In- 
struments contains: Compass, 6'', new streamlined design with knuckle 
joint in each leg, straightening device, head adjustable for desired 
tension, Pen and Pencil Parts, and Lengthening Bar. Divider, 6", equip- 
ped with micrometer adjustnen, an. sension-adjustable head. 

Bow Divider, 334'', center wheel adjustment 

Bow Pencil, 334"', center wheel adjustment 

Bow Pen, 334"', center wheel adjustment 

Ruling Pen, 5!/2"", octagon shape carbon steel with hand finished point 
Screw Driver, Needles, Leads, and Parts 

Velvet lined two flap pocket-type case. 


PRICE: $18.00 Each 


SET 612 Contains: Com- 
pass, 6", Straightening De- 
vice with Pen and Pencil 
Parts and Lengthening Bar 
Ruling Pen 5!/2"' 

Bow Pencil 334" 

Bow Pen 334" 

Screw Driver with Needles 
and Leads. Velvet lined 
two flap pocket-type case. 


PRICE: $10.80 Each 


SET 614N 

Compass, 6", Straightening 

Device with Pen and Pencil 

Parts and Lengthening Bar 

Ruling Pen 5!/."* 

Divider, 6" with Straighten- 
ing Device 

Bow Divider 3%" 

Bow Pencil 334" 

Bow Pen 33%" 

Screw Driver with Needles 

and Leads. Velvet lined 

two flap pocket-type case. 

PRICE: $15.00 Each 


One of America's foremost suppliers of material to artists 


and draftsmen. 
© 


The Department Store of Ant Materials 
May, 1945 


ARTHUR BROWN & BRO. 


67 West 44th St., New York 18, N. Y. 


 - THE SCIENTIFIC TYPEWRITER PAD 


oo. 1949) 


~ 


ADD. 988 


‘1946 


| 
i . Ee 


with 


IL-KLATTE 


THE SCIENTIFIC TYPEWRITER PAD 


It may be a long time before you can get 
new typewriters—so make those you have /ast 
longer by using KIL-KLATTER typewriter pads 

to absorb harmful vibration that loosens parts. 
KIL-KLATTER also softens typing row 4 and 
deadens noise . . . so it will make your office 
much quieter. 

KIL-KLATTER is made of famous Ozite 
All-Hair Felt with treated top to keep machine 
| legs from digging in and non-skid bottom to 
prevent sliding. Size 11 x 13 in. fits all type- 
| writers and many other business machines. 
The next time your office supply salesman 
comes in, ask him to show you how a KIL- 
KLATTER Pad puts the soft pedal on your 

noisiest typewriter. 


AMERICAN HAIR & FELT COMPANY 


Merchandise Mart © Chicago 54, Ill. 


$100 
. 
AT YOUR. 
STATIONER’S 
or 


, OFFICE SUPPLY 
DEALER 


— 


IL-KLATTER 
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NOOO 


ready NOW! 


NEW, 1945 W-2 
“withholding receipts” 
with serial numbers 


Pett tet e ttt tetatetete® AAA R RRR RRR RRR 288 
o ena 


WATTS’ 
SNAP-APART 
FEATURES 


EASY TO USE 
SAVES 2 THE TIME 
ELIMINATES ERRORS 


@ Government Approved, Printed on Buff Paper, 
with Serial Numbers. You do not have to apply for your 
serial numbers! We take care of that for you. 

@ Your Name and Address imprinted on All 

- Four Copies! 


@ An Extra Copy for Your Own Office Records 


@ Carbon Paper Already Interleaved, Quickly 
Removed with Detachable Stub! 


AVAILABLE 
IN 6 - SET 
CONTINUOUS 
STRIPS 


HB Watts* Snap - Apart 
Forms are also avail- 
able in continuous 
strips of six sets — perforated between sets for easy sep- 
aration. Especially suitable for companies with large pay- 
rolls. Saves time in inserting forms in typewriter. 

The law requires! W-2 Forms be furnished every 
worker within 30 days after he leaves your employ. 
That means you'll need to have these forms on hand 
et all times. ORDER your 1945 supply NOW! 


AST More th 
PRT gnap-APO Fo Time SOvRer WRITE FOR 
For coh COMPLETE 
PRICE LIST 
AND SAMPLES 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 WILLIAM ST., NEW YORK 7, WN. Y. 


Mfrs. Snap-Apart and Continuous Carbon 
Interleaved Business Forms. Est. 1897 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Office Forms 


(Continued from page 62) 


planning for a record includes transfer, terminal perj 
and disposal of non-record material. We should always 
remember that a waste basket is also an appliance for 
work simplification. 

I often think of the executive who took such pride jn 
the fact that in a decade he had made no change in forms 
or procedure. The thought was that there was no vacilla- 
tion in his office. Of course these same years had seen 
many changes that affected the volume and variety of 
clerical activities in his office. Things worked out after 
a fashion because the employee adapted himself to the 
pattern of procedure. He had to. No one ever figured out 
what the executive blind spot had really cost the organization. 

When we come to think of it, who is this employee whose 
labor we have been talking about? He is the man who 
does the work and particularly the routine work, of our 
office. In the division of office labor, it is this man or 
woman who bundles our forms, uses our machines or 
appliances, or keeps our records up to date and in order. 
What he does is largely our office in production, atmosphere, 
and relationships. There is no office without him. Because 
the office cannot be an immense variegated machine the 
employee adds thought and personality and effectiveness 
to the mechanics, the channels of information, and the 
routines. 

It is obvious that when we are devising a new form the 
employee is the most important ingredient of the pro- 
cedure. Any employee who has been on the job for some 
time has something important to contribute. He tends to 
do as he is trained and told, but he has ideas also which 
are worthy of consideration. The analysis of any job is 
best done at the desk where the work goes on, by inter- 
view as well as observation. 

As we reach for that oblong of white paper to start a 
form on its long career in the office, let us raise questions 
in terms of employee labor. 

1. Is it worth the labor to be expended? 

2. Can the employee work best with this type of record? 

3. Is the form design best for his job? 

4. How will it affect his work place? 

5. Does he know how to dispose of the record when it 
has served its purpose? 

When we have found definite answers to our questions, 
we may be fairly certain that the new form will have a 
useful life in the office. The why-this and why-that in the 
analysis and planning recognizes the quality and the quan- 
tity of employee labor on the form. 


Dennison Report for 1944 


The Dennison Mfg. Co., Framingham, Mass., has 
issued an unusual financial report for the year 1944, which 
departs considerably from the norm. The cover, foreword 
and entire back section are devoted to furthering national 
paper salvage. 

The report summarizes the excellent progress and finan- 
cial condition of the company. It also illustrates how well 
the company has been geared to war production of such 
articles as paper parachutes, greaseproof papers, medal 
boxes, shell boxes, and essential office and _ stationery 
supplies. 

The report concludes with a review of plans for the future, 
promising new uses created by war, and, as has been stated. 
the present national need for paper conservation. 


May, 1945 
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When you buy pencils, Mr. Purchaser, buy 4 
the kind with “Built-in-Quality’—General’s | 
Miass., has Carbo-Weld Pencils with strong smooth lead. 

i { 
a Order these pencils by name to insure your 
ig national .- receiving the best! 

Mail Your Order Today! a laa — suut (ECF 
213:Greene St. New York 12,N. Y. 67-72 reeer steer ‘Oo ee 
May, 1945 When writing advertisers please mention Orrice Equipment DicEst 
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Post War PLANS 


are 


Prorit PLANS 


-—vith ACC@O! 


@ There’s good, sound sense behind 
present plans for future business man- 
agement that include the Acco prod- 
ucts. 


@ Acco steel fasteners, for example, 
will offer outstanding advantages that 
assure greater office efficiency—easy, 
versatile, permanent and economical 
filing and binding. Thousands of 
businesses which used them will be 
eager to get them when they are avail- 
able. New thousands, seeking post- 
war efficiency, will make them a 
“standard practice”. 


@ Meanwhile, initiate improvements 
with Acco quality products now avail- 
able. Capitalize on Acco superiority 
that will pay dividends in better busi- 
ness operation and better business. 


See your ACCO dealer now. 


ACCO 


PRODUCTS, Inc. 
39th Avenue and 24th Street 
Long Island City, N. Y. 
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Executive Changes at Underwood 


At the April 12th meeting of the Board of Directors of 
Underwood Corp. (formerly Underwood Elliott Fisher %o.) 
Philip D. Wagoner was elected chairman of the board,' and 
Leon C. Stowell was elected president. 

As chairman of the board, Philip D. Wagoner continues 
actively as chief executive officer of the company of which 
he has been president, together with its predecessor Elliott 
Fisher Co., since 1918. He was the leading figure in the 
formation of Underwood Elliott Fisher Co., now Underwood 
Corp.,_in which were included Underwood Typewriter Co., 
Underwood Computing Machine Co., Elliott-Fisher Co., 
Sundstrand Corp., and Neidich Process Co. 


L. C. STOWELL 


P. D. WAGONER 


Leon C. Stowell entered the office equipment industry 
in 1919 as an executive of Dictaphone, then a part of the 
Columbia Graphophone Co. With the formation of Dicta- 
phone Corp. in 1923, he became its secretary, later a vice- 
president, and in 1927 was elected president of that corpora- 
tion. In 1936, Mr. Stowell joined Underwood Elliott Fisher 
Co. as executive vice-president. He now becomes presi- 
dent of Underwood Corp. Like Mr. Wagoner, Mr. Stowell 
has had a long experience in the office equipment industry. 

The change of name from Underwood Elliott Fisher Co. 
to Underwood Corp., was made to avoid frequent confusion 
in the public use of the corporate name, and the adoption 
of the name Underwood Corp., gives the company a corpo- 
rate title which reflects more accurately the name by 
which, through usage, the company is generally known. 


Executone Wins "E" Award 


Echoes of the battle for Iwo Jima and the Ryukus 
near the Japanese mainland were heard April 7th at the 
Waldorf-Astoria, New York, when the Army-Navy “E” 
award was made to Executone, Inc., 415 Lexington Ave., 
New York, for wartime adaptation of its peacetime inter- 
communication system, redesigned for use on the fighting 
ships of the U. S. Navy. 

At both Iwo Jima and the Ryukus, Executone intercom 
was in constant use, playing its part in coordinating the 
fire-power of ships in the armadas that from the sea 
laid down barrages before the invading marines. 


Miroff and Grombacher Promoted 


J. M. Miroff has been appointed president of the 
Royal Metal Mfg. Co., 175 N. Michigan Ave., Chicago, to 
fill the vacancy created by the retirement of C. E. Gaul. 
Mr. Miroff was formerly vice-president ard general man- 
ager, in charge of factory operations. 

Irving Grombacher, formerly vice-president in charge of 
sales, was promoted to the place of vice-president and 
general manager. He has been with the company for more 
than twenty years. 
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an PENCIL SHARPENERS: 


aoe Precision Work for U.S.A. 


gs net 
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The same precision required for Ammunition will 
again be employed to make fine Automatic Sharpeners 
when steel and other materials are released. 

Our research department is at work on new de- 


signs. Distinctively modern, the good looks and quiet 
chines will help more than 


efficiency of these fine mai 

ever to make daily life more pleasant for millions. 
Until the go-ahead signal is given by the War Pro- 

duction Board, Pencil Sharpeners will not be available. 
Cutters and replacement parts are now available how- 

ever for prompt shipment. You can obtain improve 

service from your present sharpeners by installing new 

cutters. Folder with full instructions available upon 


request. 


AUTOMATIC PENCIL SHARPENER COMPAN 


58 E. Washington St., Chicago 2, Il. 


Div. of Spengler Loomis Mfg. Co., 
Pencil Sharpeners are coming back 
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IDEAS BECOME REALITIES.---— 
WITH THE AID OF HIGGINS nhs — 


Between the idea and the reality lies work and 
craftsmanship. Designers and artists find Higgins 
American Drawing Inks perfect for giving their 
thoughts expression quickly, accurately, fluidly. 


The name Higgins is yout guarantee of precise pet- 
formance — uniform quality. Add finesse to your 


work and better visualization to your mind pic- 


tures with Higgins Inks. 


Working drawing made with 
Higgins Ink by Robert A. May 
for Tear-drop plate, de- 
signed for the Duncan 
Miller Glass Company. 


SEND FOR A COLOR CARD 


HIGGINS INK CO., INC. 


Mi 5 
HIGGIN. 971 NINTH ST., BROORLYN 15, N. Y. 
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OFFICE EQUIPMENT DIGE T— f Pur h f A r ntr | rs, Offi Managers 
S ° cnasing ge Ss, Co olle Ss ce 


sruss KLERADESK 


.. » available NOW, fo step 
up your office efficiency. 


— without an ounce of steel or 
= pier pce altering the basic 
= gw ich made its reputation as 
ped = greatest aids to desk 
ge Bsa employees appreciate 
ra e Kleradesk helps them han- 
a without confusion or 
— ce . . . The base and assembly 
poe Y¥ wood. The uprights are 
se - a which gives a 
ae easing appearance and great 
= ility. A companion item to 
= _ glass Handi-pen set. Or- 
th. . . . See your stationer. 


Sengbusch Self-Closing Inkstand Co. 


205 Sengbusch Bldg. Milwaukee, Wis. 


May, 1945 


in on cee ao ee pee oo ee Bee oom aq ee et 
pee : ae ee ia ee ig ‘ae ee a a 8 ae ee - 
Be is : ae | ae A i _- tee ce oe 
a 
tae 
‘rm is r > GSS 2 Sige a aa cam, 4 
7 a : aoe MO ee es be ik 
eee Bee * 2 F . 8 
‘ieee ofa os ee : . \ = 
ee al ine oe Per etree ean = 
eer ke BS | ery Tete Maame sey sss sae Z — 
Ce —f SAS SLA eagtaness sh a 
‘a BNE * Se ‘ ? 7 
ne mee 3 Sy Ste, a 
a, — 4 i — ROAM al Niece ae 
. ee 5 RIS ore \ 
eae NS as ae <s ica y) 
a oN ERK Sst 
ieee eae “ atiiea eee? ' 
Bor sh Hes: 
eet ar ‘ tea Bast Bes3: a 
eg: oe 4 Bea Sis Po ote 
* ee ¢ Pee e destes, she 
_ a; Ps SS aS - -) 
ae oh 2 at af Sep OE oe 
ey tte! -— a aha 5 OE : 
ees a tes. : SSS. ag ; 
Bieter aes «: |S aes : i 
pee = ~ \\ iy st reat ‘ a 
et a . St 
a ae - / a 
as =. 
at . “gts 
Bae a? 
aS ae Pell 
aie aie ~ 
es = * 
\ ie ae 
ey yllee- OR ee, 
i wi es 
pa" SSS 
Se an Se 
i ae Rak 
Bee y Fis 
iy ae 
P a ipeeise 
a sateen 
2 ie m BY 
Sie “2 4 , cave 
Beas eae “A ay 
ee ee at | - 5 
eae ae . 
ee oar j 
eae 
ae a ey : y 
d 5 oa 2 gat 
oa: 
cs ee a 
Pie 
BS) eee = Oem 
eae: ees et: i 
Sind eee 3 ° ee 
a nL eae © is a 
Sah pee? + ona ‘i 
ie 
‘ a y a H De 4 REE TRE SE i Ta SE emer aes bee 2 
ee ! a ee 
Gee a pape 
en ' a, ad aes 
aes a es 
Ee cs Be i - 
oer ee si: a i: 0}: 
7 = he ta 
aan : wae 
.. 7 ae 
a ‘ a | ra ni TT re : : 5 ay . ee ae 
je: a ee 5 i ee 2! Ng, ate Bee. eee ‘ cies as 
A ety of ee fry > oc > Yeo “ ae ei <a Cee a <i = Keio? 
era ae a : aE tan Ns ee ae oe ; ate 
> Sl i Pee tc eC laa EF 
: ee : oe a So So : he i 
ee A ? er eee Th 3 ’ an? a = ee on a Fe 
Ca meee Te Oe Se EE een 
ae. See ae ae ce Te ke, ep a eee ee et Wee oe 
ae i SG i Pea, in ee hh ee. Ue os 
ee eee ast eg? %, | tg a Vee om = ee eee 
a a a rs z eS a ee ee i 
a eee oe eee ey. ee ee i ho 
eae Pe ee ee oe ee ae aes 
a |S ne aa a Veo ee me et 
a 1 ee. > Cr e ; es ee Bae ae Ge 
|e ° 2 ten (coh. ; ; a ee ee co 
re ee a ee ia. 2 he 
os Pe ee gee. 2 ee, 2 eee ee oe eee 
ae ae aes Pepe a. ee me) ee ee Se Bee 
os é: so eee net Soe ee eg Seale 
ae i nie | ¥ oar’ 7 . oF ee ae es Rte mee 
a dh ee i : > ee ae Mie Bee 
fs = ee ek ese See on ou Ee 
“aa 2 ee . oe i os eo wee ee ee 
Be eS a oe oy aa oe ae ee ie 
aye i aa Ties “ue - ra ee ae Ao = “s feeta. 
— Pao) 4 a ee : oe 
ee (at Se acre ich ah Ph a eae = aS 
a alee <0. Oe eee AI ee Se 
| ae ae eee ee Roach, : ee ie ee ee pene | fone i 
ae Re RE 1S ge ae a eee Ge B a ae t 
oe ee eye ae te ee ee hy es 
ae Pane eer Ngee a a ee i ee See Pe at eae 
. ae aie mee, enemas fa Scape a oe ee eee ae 
Ee  aoeeene pee f Cc £ Ve pre es 3 d y ee e bo ee ey 
: 2 aes eee Me es Pe ee 
— 4 cat eee! oer i a ee Oe ies 
fae ee eS eto. Pe et a ‘ Re i ee ay ae Be) 
ae ‘et aie ee, a ea hae een rd a ee Se eee ee 
ee . oa "ey eng ee Bas Cee Weer ON at i 
a et ae 2 ae — ee eee a 
oe ¥ oo) de ieege Sy tee ec Es ee 
a a nee a7 ma As — x a= asa i S eS, i © ae. ers. s _ 
fe i 4 hae ot a a ee | 
ee ee ' eee. ee gee re ee: cogs Pe 
cane: 2 2 ee ae Skt Pe ey aia | 
ae! Mt llega aaaets AA y's — OU 
pa ea! | a amen eet) “a < 
Te oe : See ae 
ec | 
i per ‘ 
(ae! 
Ree ne : 
eae. i 
fea ee Se, H 
oe | 
ee, : 
ee | 
= i 
4 oe } 
fo 
a | 
= i rr ee 
ie: | 
. be ee a 
a : ’ 
es "ge ae 
— ee : ON as : . - Pia 
aa _ Bee ae rf. | Poe a: Sa oe ae mer. a es Cees A en 
a ae Pe ee See a ae es, ae 
a Be oe Se ate loa oe = ae : a oe ee ee 
ae aoe a Dp a ee ‘epee : a ee eee 


BLUEBONNET TRIPLE UPKEEP KIT 
Big Double-Size Bottles with Handy Applicators 


Take care of your typewriter! It is almost im- 
possible to replace . . . repairs may take many 


weeks. 
oe 


TYPE CLEANER 


You will enjoy using BLUE- 
BONNET products. . . . They 
are safe . . . non-explosive and 
pleasantly scented. 


4 


Quick and easy to use... 
leaves type keen and clean. 
Safe — non-explosive — agree- 
a pleasure 


ably scented ... 
to use. 


TYPEWRITER OIL 


Special precision machine lu- 
bricant. Positively will not stick 
or gum. You will note the 
smooth, speedy action BLUE- 
BONNET Oil produces. 


PLATEN RENEWER 


Simply rub it on. Almost 
magically restores gripping 
surface to rollers. Reduces 
ridging, slipping or sticking. 


Every Typist Should 
“ie a BLUEBONNET 
it. 


Now More Than Ever 


Typewriters Need 
Special Care! 


Distributed by: Bainbridge, Kimpton & Haupt, Inc., New York; 


Stationers Manufacturing Company, Fort Worth, Texas 


Pacific Coast Rep.: Earle P. Hambly & Asso., Los Angeles, Calif. 


SYSTEM SERVICE COMPANY, PATERSON, N. J. 


AMERICA’S LATEST 


OFFICE CHAIR CUSHIONS 
Browstor 


Lay hay 


eh atesa ena pied 
pH : 
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The above cushion (as illustrated) is made of 
woven waterproof fibre. Box Type—z2 inch Gussett 
—Beaded Edges. Made in 3 sizes—Style KH. 


No. 7KH (Executive) Size 17x18 $2 70 


No. 5KH (Side Chair) Size 15x16 
No. 4KH (Steno) Size 14x15 Each List 


Rubber Floating Office Cushions 


A truly luxurious cushion with Latex Rubber inbedded 
in cotton felt for comfort and coolness. 
Box Type—2 inch Gussett—Beaded Edges. 
Made in 3 Sizes—Style AC 
$4.50 


No. 14AC (Steno) Size 14x15 Each List 
No. 17AC (Executive) Size 17x18 $5.00 
No. 15AC (Side Chair) Size 15x16 Each List 


SEND FOR DESCRIPTIVE CIRCULAR SHOWING 
ENTIRE BREWSTER LINE OF OFFICE CUSHIONS 


BREWSTER MANUFACTURING CO. 
1274 FLATBUSH AVE., BROOKLYN 26, N.Y. 


Middle West & Eastern Rep. J. C. SAINBERG 
Pacific Coast Rep. C. J. SCHUBERT—LOS ANGELES 
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Thank you for your patience! 


We are doing our utmost in this period of 
shortages of material and labor to service our 


customers as equally as possible. 


Our allotments of raw materials are still pre- 
dicated on the amount of rated orders we receive. 


ALL WEATHER STAMP PADS 
ALL WEATHER INKS 


=a ise SPECIALTY CO. 


200 Fifth Avenue New York 10, N. Y. 
Factory at Elizabeth 1, New Jersey 


Underwood Appoints District Manager 

The Underwood Corporation, 1 Park Ave., New York, 
manufacturers of business machines, through W. F. Arnold, 
vice-president and general sales manager, has announced 
the appointment of James D. Donovan, as district manager 
of the corporation’s eastern sales district. 

Mr. Donovan, formerly was sales manager of the type- 
writer division of the corporation. Previously he held the 
managerships of the educational division, adding machine 
division and now heads one of the corporation's largest 
districts. 


J. D. DONOVAN 


Other district managership appointments were made along 
with re-aligning the districts. New appointments included 
L. Y. Hagan, western district manager, formerly southern 
district manager, and J. W. Roberts, who was promoted to 
Southern District Manager. 


Transcription Supervisors Meet 

The regular dinner meeting of the Transcription 
Supervisor’s Association of New York was held at the 
Hotel Sheraton, New York, April 9th. 

Participating in the panel discussion were: Miss Wini- 
fred Bowen, director of the Ballard School; Mrs. Ethelyn 
Lelash, director of the Miller Secretarial School; Mrs. 
Madeline Strony, director of public relations, the Packard 
School, and Miss Alice Ottun, dean of admissions, Pace 
Institute. All are associate members of the association. 
Miss Madeline Gorman, office supervisor of the American 
Cyanamid Co., acted as moderator. 

Topic for the evening’s discussion was Dr. Maye C. Hyl- 
ton’s article, “Stenographic Training for the Post-war 
Period.” Copies of this article are available from Miss 
Irene H. Clark, c/o Wm. Iselin & Co., 357 - 4th Ave, 
New York. 

At the meeting, Mrs. Sara Sparks, president of the New 
York State Federation of Business and Professional Women’s 
Clubs, spoke on the advantages of club membership. 


Meet and Discuss Problems 
The New York chapter of the National Office Man- 

agement Association held its regular monthly meeting, 
April 18th, at the Belmont Plaza Hotel, New York. 

Speaker was Walter C. Hill, president of the Retail Credit 
Co., of Atlanta, Ga. His subject was “Some Management 
Devices.” Mr. Hill has had a long and varied experience in 
business management. He started with his company forty 
years ago in the San Francisco office, and has recently 
served with Secretary Frank Knox in a survey of naval 
manpower. The group held a late afternoon discussion 
meeting on the same date, in the Spanish Room of the 
Belmont Plaza. Discussion leader was D. D. Moriarty, 
National Cash Register Co. His topic was “Payroll and 
Salary Administration.” He is well known for his con- 
tributions in this field. 

These informal before-dinner discussion meetings have 
been well attended, afford an excellent opportunity for 
the exchange of ideas and information. 
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% POST CARD 
| Autocopy Wye & y deg Ulala PRINTER 


nold, 
ned | GLEANSING 
lager 
Ype- 
i the 
chine 
rgest Removes Hectograph, 
Mimeo and other Dupli- 
cating Ink stains, o4, 
grease, etc. 
Quick, effective, pleasant— 
enjoys enthusiastic approval 
of copy machine operators. 
They like its thorough, yet 
gentle action, its pleasant Brings Dollars for*Pennies 
scent and the way it keeps The Lettergraph Post Card Printer is of greatest 
hands soft and smooth with- value in direct mail advertising. It reproduces 
} a oe nail polish. It powerful sales messages written, printed or typed, 
r ca “oy approved on government post cards. Outfit includes sten- 
pg na od Par Pr cils, ink, correction fluid, stylus, stencil scope, 
1 
eng 5 Ib. cans Bethlehem Stool, Tiebon, printing base and instructions. 
uded TRIAL ORDER—Send your R.C.A., Inland Steel, Crane 
hern order for 12 tubes today. Co. and Ryerson. H. yer Q. ality 
d to ALWAYS SATISFIES 
om ; One. THE HEYER CORPORATION 


rs ‘Quality Duplicators and Supplies Since 1903 
. 464 West Superior Street Chicago 10, Ill. 901-11 WEST JACKSON BLVD., CHICAGO 7, ILL. 
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Mis FLAG ; wr 

Ave., \\ xhe a * 1 a 
Big, new volume sales for \\ git || im) / 

New you, with this new, official ee ABLE \) | 

: Discharged Veterans’ Ser- BR \ 

_— vice Flag—just announced \\\\ N 
by War Dept. For home, ° 
office, window, car, etc. = 
Big —_ for = at — Patented lead and a special bond- rt 
low dealers’ wholesale i 

Man- ee a dias prices. soe Se eae list ing process make it 25% to 75% i) 

ting, ed border, wnite held, today. Available both ray- 2 , : 

emblem in blue and gold. on satin and taffeta. Send stronger than ordinary pencils. Point y 

redit rayon satin. $ oO —_ catalogue won't snap, crack or shatter, even J 

ment F oon S 

under extreme writin ressure. 

ein | Veteran's Emblem See aad gas = 

~— for Group Flags a Sy rae ee ’ = 

eae Every group Service Flag effortless writing performance. > 
s a prospect. ew emblem — 

ssion takes place of star for each For FREE SAMPLE, write on Ee 

the Veteran discharged. Indi- your letterhead, giving 5 

arty vidual emblems available name of your pencil dealer = 

sad . all sizes to ogee stars. 

our customers will want 
con or satin doaileble fer ot these NOW. Send for 

group flag sizes. price list today. p ar l ead PENCLS 
have 
pt. T 
- for REGALIA De MANE Fact i 
MFG. CO. Rock Island, It RELIANCE PENCIL CORP =a MI VERNON-N.Y [im 
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LUCITE 
WRITING SET 


Crystal Clear Lucite 
Base with Deluxe Per- 
petual Calendar—com- 
plete with fountain 
pen! 6 models avail- 
able; No. 518 illus. 


No. 201 


Attractive Lucite no- 
velty, cleverly designed to ~ 
hold two packs or two decks. 
Write for complete catalog 
of over 50 Lucite gift items. 


CIGARETTE and 

PLAYING CARD 
BOX 

Repr. nat’ly by Lewis Sales Co., 322 E. 23rd St., New York, N. Y. 


ALMAC zz Wn 


322 East 23rd St. New York 10, N. Y. 


WHEN YOU NEED TYPEWRITER 
OR BOXED PAPERS —JUST SAY 


Business papers 
of — high 
guality ina 

~~ complete range of 
grades and items for 

every business office use 


“The COMPLETE Line — 


BONDS ONION SKINS 
MIMEOGRAPH MANIFOLD 
PRINTED"COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


EAGLE-A 


APER 


White for aa 


_ AINERICAN WRITING PAPER CORPORATION. 
HOLYOKE, MASSACHUSETTS. 
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FREE samples, and attractive prices. 


WRITE soe 


me 


Only 

WRITE 
Turns Out 
WRITE-QUALITY WORK 


With WRITE, you get more and cleaner 
copies from each original. Saves you time 
—every time! That’s not all! You also 
cut down costs of supplies and labor with 
WRITE generously-inked 
Carbon Paper and Typewriter Ribbons 
Guaranteed for uniformity, quality, 
and long wear. 
Inquire of your dealer, or send today for 


Immediate deliveries! 


420 Lexington ‘Avenue 


WRITE New York a7, 0. ¥. 


ATED 
INCORPOR FACTORY: Bridgeport, Conn. 


THE Blaisdell #622-T 
“BIG BLACK’ MARKING 
PENCIL 


TheBlaisdell #622-T ‘‘BigBlack” 
MARKING PENCIL has a wide 
acceptance among editors, 
publishers, printers and office 
workers. 


The skillfully-compounded lead 
makes bold, attention-getting, 
pitch black markings. For fast 
turnover, quick profits — stock 
Blaisdell #622-T ‘‘Big Black’ 
Marking Pencil. 


To Sharpen 
NICK with string 
PULL the paper 
*(U.S.Pat. No. 1,756,953) 


Blaisdell PAPER PENCILS 


. S. PAT. OFF 


Blaisdell PENCIL COMPANY, PHILADELPHIA 44, PA. 
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WwW. C. LEUTE 


COMMERCIAL LEATHER GOODS 
54 DEY STREET NEW YORK 7, N. Y. 


Jy old tasted frsnd 


Canvas & Leather All Leather Mail- 
Mailbag £215 bag £214 

Price Price 
a $10.00 13xl10........ $15.00 
BRAND a i) aaa 17.50 
re io ae. eee 20.00 
ERASER and CLEANER 20x15........ 15.00 20x15........ 22.50 
a i 26.00 
THE ORIGINAL AND STANDARD ee 19.50 26n18.:...... 29.50 


» 1.“ARTGUM” is a surface cleaner with a light touch. 
2. “ARTGUM” is friable—has no deteriorating content. 
* 3.“ARTGUM” contains no grit. 
4. “ARTGUM” doesn’t abrade the surface of paper. 


$215 


Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


' 5. “ARTGUM” doesn’t smudge. BG DO kiss ssseveeeaa price $19.50 
6. “ARTGUM” doesn’t dim ink lines or delicate im- 6 ..eeeeeeeeeees 21.50 
printing. ETAT Oe 23.00 
Oe Kiescdvswmenen “ 25.00 
Insist on the original and standard Re ee cea “ 27.00 
De hetvhwwnccuws a * Bs $224 
TR rea ee “ 32.50 Special Sizes Made to Order 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


PULL FASTENERS 
BEAT THE «© BAND 


ANY PLACE A BAND |S NEEDED 
A*PULL FASTENER’CAN BE USED. 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


| bbegel wrc.co 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA 
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The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 


(BERNGRD ) 
EYELET PUNCHES 


Needed in Offices the World Over 
THEY GIVE 


6é 9”? 
Whore iZ ower to Uou 


SEND FOR CATALOG 


THE WM. SCHOLLHORN CO. 


STATIONERY TOOL DIVISION 
NEW HAVEN 9, CONNECTICUT 


When writing advertisers please mention Orrice Equipment Dicest 77 
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Edison Elects—Moves Division Offices 

The board of directors of Thomas A. Edison, Inc., West 
Orange, N. J., has announced the election of Eugene C. Mc- 
Carthy as vice-president and sales manager of the Ediphone 


VICTORY 
Mr. McCarthy has been with Ediphone more than ten 


years, during the last five and a half of which he has been 


FOR FREEDOM the New York branch manager. In 1943 and 1944 he served 


as manager of the Ediphone regional office in Washington, 
D. C. His home is in White Plains, N. Y. 


When the war is finished, the — | 
eountry will face another gigan- 
tie task, reeonversion to peace- 
time production. Its prompt 
and successful accomplishment 


will demand of government, 
labor, and management sincerity 


H. A. ANDERSON E. C. McCARTHY 


Succeeding Mr. McCarthy as New York branch manager 
of the Ediphone organization will be H. A. Anderson, of San 
Francisco, Calif., who has been with the company ten years 


of purpose and unity of effort. 
in that city. During the last few years of that period he was 
assistant branch manager there. 


a p id | } Q The new and larger office quarters at 70 Pine St., New 
anit York, are now occupied by the International Division of 
Ye WUctheo wh Thomas A. Edison, Inc., it is announced by John D. Nichols, 


 €°Oo « € $ t a vice-president and general manager of that division. 
‘ The move is made necessary as a measure to cope with 
increased postwar activities, inasmuch as the new headquar- 
ters will be three times as large as the division’s old offices 
at 10 E. 40th St., New York, where it had been located since 
1938. 

The International Division handles the sales and distribu- 
tion of Edison products in practically all overseas markets. 


New Booklet on Vari-Typer 

Of interest to all concerned with economy in office 
administration is a new booklet “Vari-Typer, A New Tool 
for Business,” issued by Ralph C. Coxhead Corp. The 
booklet describes the Vari-Typer composing machine, which 
writes in more than 600 different types, including modern 
foreign languages, as “one of the most important tools for 
American business developed in recent years.” 

The increasing popularity of the machine is ascribed to 
the paper-work economies which it effects. The booklet 
shows how Vari-Typer savings on offset reproduction costs 
“runs as high as 80%, average about 50%,” stating that “on 
parts manuals or other multi-page jobs it is not unusual to 
save the cost of Vari-Typer on one job.” 

The 16-page booklet, illustrated in color, contains com- 
plete information on how to use Vari-Typer, and reproduc- 
tions of Vari-Typer work. The booklet itself is a speci- 
men of Vari-Typed work. Readers of Orrice EQuIPMENT 
DicEest may obtain a copy by writing on their business let- 
terhead to Ralph C. Coxhead Corp., 333 Sixth Ave., New 
York. 


Pitney-Bowes Wins Award 

Second prize in the national Red Cross contest among 
company magazines for the best cover dramatizing the 1945 
War Fund appeal was awarded to Pitney-Bowes Postage 


MARKWELL MFG. co., INC. Meter Co.’s “Bulletin” in competition with the publications 


. YORK 13,N.Y. of 373 leading business and industrial firms, it has been 
200 HUDSON ST., NEW YO : announced at Red Cross National Headquarters in Wash- 
ington. 
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PERMANENT 
INSTALLATIONS 


These modern presswood wardrobe 
racks are not temporary “war ba- §f y 
bies", but are built for permanent §f 
installations, incorporate all of the ff 
patented PETERSON efficiency fea- [aN 
tures of: Spaced coat hangers, where [iam 
wraps are kept dry, aired and “in ff 
press." Individual ventilated hat fim 
Spaces, space-saving efficiency—ac- 
commodate 3 or 4 persons per sq. ft. 
of floor space. And, where desired 
built-in, lock boxes, umbrella racks 
and overshoe shelves. Sell this silent 
wood equipment today with confid- 
ence. Matching add-on units will be 
available in both wood and in steel 
over the years, in single and double 
faced costumers, wardrobe racks, 
and locker units. 


Write for catalog sheets and name 
of local dealer. Buy what you need 
today and add matching units as 
required. 


Write for Bulletin G4 


VOGEL. OR —. 
624 So. Michigns” a, ee 5, Il. 


FOR HECTOGRAPH WORK 


_THERE’S NOTHING BETTER 


MARS and GLOBE-TROTTER 
COPYING PENCILS BY STAEDTLER 


Greatest possible copying power and density 

of color. Strong leads, six colors. 
GLOBE-TROTTER 

Purple (Soft and Medium) ..... No. 933 


MARS INTENSOR 
Red . . No. 2965 Green . No. 2967 


Blue . . No. 2966 Lilac’. . No. 2969 
Brown . . No. 2970 


J. S. STAEDTLER, INC. 
53-55 Worth Street New York, N. Y. 
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FINGER-TIP FACT CONTROL 


“Instant access to needed data instead of a frenzied attempt 
to “dig out” rush information becomes easily possible with 
Cook's Steel File Signals. Attached to card and ledger 
records of Stock, Production, Purchasing, etc., they group 
important facts under readily usable headings. Accurate 
reports can then be made out quickly by minor SN 
clerks—expediting a department's work and A SY N 

~\ 


saving the valuable time of key men. 
Card of samples on request. S hy \\ 


\\\\\ 
COOK'S OOK \ 
4 


STEEL f\\V VY 
FILE SIGNALS 4S“. \ 
Make Files “Talk” “~7\\K. \N\ 9 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 
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RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 
BULLETIN AND DIREC 37 E. 12th St. 
New York 3 


We NOW Have Some 


(Subject To Prior Sale) 
Marchant Calculators 
Monroe Calculators’ 
Burroughs Calculators 
Comptometers Adding Machines 


ee Air-mail your request for information. 


Mailers’ Service & Equipment Co. 
40 West 15th St. (Mailers' Bldg.) New York 11, N. Y. 


WAR MEMORIAL . 
PLAQUES... 


RAISED LETTER PLAQUES 
MOUNTED ON GENUINE 
SOLID WALNUT SHIELDS 


LOOK LIKE 
REAL BRONZE 


MANY SIZES & DESIGNS 
Sty" bue wowon nove PLaaves «08 


+ + + & SS 


INTERNATIONAL BRONZE TABLET CO. 


% EAST 22nd SFREET - NEW YORK 10, NEW YOR 
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Large Attendance for Letter Clinic 


About 500 reservations are on hand as this is pub- 
lished, for the National Office Management Association’s 
letter writing clinic to be held by the New York Chapter, 
May 24th, in the Grand Ballroom of the Hotel Commodore 
in New York from 1 to 5 p.m. 

The clinic will be conducted by Miss Aline E. Hower, 
authority on letter writing, who acts as consultant in letter 
writing to many industrial and business firms. 

The four-hour clinic is designed to benefit both the 
dictator and those who transcribe letters. The clinic wil] 
also be open to non-members of N.O.M.A. Applications for 
reservations ($5 per person) are to be addressed to J. §, 
Wiltse, Room 818, 22 East 40th St., New York 16, N. Y. 


Personnel Changes in TelAutograph 


David H. Knight has been appointed Indianapolis 
Branch manager of TelAutograph Corp. Previously, Mr. 
Knight served Moore Business Forms in the capacity of 
systems engineer. 

J. A. Fahey has been promoted to manager of the Atlanta 
Branch of TelAutograph Corp. For the past two years he 
served as service supervisor for the company in the same 
territory. 

Alan E. Corbett, recently of the U. S. Army and formerly 
with Paramount Pictures, has joined the Philadelphia sales 
staff of TelAutograph Corp. Mr. P. B. Pedersen continues 
as branch manager of the office. 


Hold Annual Seminar 


About 150 members and guests of the Milwaukee 
Chapter of the National Office Management Association, 
attended the Management’s Annual Seminar, April 12, at 
the Milwaukee Athletic Club under the sponsorship of 
the Milwaukee Chapter of the association. The seminar was 
conducted by Eugene J. Benge, president of Benge Asso- 
ciates, Chicago, an authority on office management and 
personnel problems. The Seminar was a “convention-at- 
home” and cooperated with the ODT plea to curtail travel. 

During the sessions of the day the following subjects 
were discussed: “Planning and Control”; “Selecting Office 
Employees”; “Office Compensation Plan”; “Surveying Office 
Practices”; “Graphic Methods of Simplification” and “Lay- 
out and Flow of Work.” 

The seminar concluded with a dinner meeting at which 
Nathaniel Leverone, chairman of the board of the Automatic 
Canteen Co. of America, was the principal speaker. His 
subject was “Understanding.” 

Over 200 were present for the dinner session. 


Cooperates on Veterans’ Counsel 


The Boston chapter of the National Office Manage- 
ment Association has been making an interesting contribu- 
tion to the job counseling service at the veteran’s service 
center for greater Boston. 

In addition to providing a list of its members who volun- 
teer to interview veterans for the purpose of providing 
information about job opportunities, two of the chapter’s 
prominent members, Prof. N. H. Abbott of Boston Uni- 
versity, and T. U. Fretheim of the Hardware Mutual 
Casualty Co. have teamed up to present basic occupational 
facts to servicemen in various nearby hospitals. 

Large groups have been talked to at Cushing General 
Hospital, the Chelsea Naval Hospital, and at the Camp 
Edwards Convalescent Hospital, all in eastern Massachusetts. 

This enterprising experiment is being observed with 
great interest by all who are concerned about the very 
important program of adequate job counseling for war 
veterans. 


May, 1945 


i | —. ee Sn — an eee 
eo ; 
a —— 
i i 2) a 
ee, ; : . 
| ES ook GN eg <<? ; 8 Sia 
ee - = Tg ig Exon LDS Boe 
oil Tae ht _ ct a 
i ai AS —_ i — a ne a. 
oe ar ©} = gilllerema AS 
ene, 1 age ree ~ ~ 
ee ———— ie, ‘ 
ae a 2" ae = BUY 
SS cid A ae ice ca. : WAR . 
ee . i ol i BONDS 
fn i. 2 Pee. ¥rfo us 2 is oe 
ee . A , ] Q ‘ 
De Wier. _- 
a ae ‘ucsvantes inest- > uahity 
= ie ‘ : aes : 
‘ey 
eS - 
o> mad 
by f - —s HONOR ROLL i] 
oo FOR THOSE WTAE SERVICE OF OCR COUNTRY 
ae jis 2 es ms i 
eg te eae Shae a 
es Ee a rie: ®. 
* ee aol ae - 
he i a = Es 
oe pte fe lll; 
De tae ht a 
ia es Ce a 
aks eas Se sal a Ge 
ae 4 a 2) a bai ote a1 7 3 
-_: aU rm 
aes 8 SI ieee cule . 
ae vm ee 
de be : 
2a 
BS = : 
- 
on Bi. 
os 
oa 
oe 
ee 
po ie 
es 
ites 4 
ge Raper emeipaeaas 
aa Soe: Ce 
ae Seen 7 ess y 
=o ae ae Tee, Cond 
eee: ik: C7 CD : 
Bt hee Bs £O A Vs a 
ELS Sy mY le 
eae. sone : 
Hel aie BY geet oa 
By Woke A 24 re xy} he . fs % cae 
et ae Ny —— ~ SF eee 
= Fo Wie es ROD 
ee: Remy Ne” ‘qld git ; 
ae ss ts eee ae 
— eae 1 in AN? we we 
ee: ey Vn ae ERY gate 
ae etter snc . D me NE ov ‘ 
-_ SA oo St ae 
es Sco | | ae vans / 
ees rhc Y| i moe My 
aie eee IBA \ we et ant 
e ji Baran | Soe i a ; 
‘ae ; Ey PLAQUE 22 nn ‘ se 
oa "ILLUSTRATED 33 SS 
ee r PYY 12" x 14" SEE —— oe 
—— eo Sa 
. i PRICK os = 
dg |: Sea Be $3500 sat 
tae ae: Sia Rae ae eT? 
Os: aaa See See 
ope. 
aes 
as a 
ee ae : : ‘ : } = 
= ee : a eee gies ae Es fi & s a ne) 
a aa ie hae ee ee amar a i, ’ er : a. 
| - Sas - 3 Pe ae ie ee ee aaa al A oe a = 
= i Oe A ee a 7 ee. a) a ae Pr . ee eS 


nage- 
ribu- 
arvice 


olun- 
viding 
pter’s 

Uni- 
futual 
tional 


oneral 
Camp 
usetts. 
with 
very 


EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


Correspondence, tax and 
budget record, phone num- 


bers, etc, in $1 95 


one compact 
file. Sells for 
An AMFILE VOLUN- 
TEER SECRETARY for 
executives, secretaries, managers, 
shopkeepers, students, housewives. Holds correspondence, 
data, miscellany. Its helpful features: 


e@ Alphabetical and monthly 
folders, business letter- 
head size. 

e Extra blank folders. 


e@ Extra blank and printed 
labels. 


e@ Durable, attractive file in 
blue, French gray, brown, 
ivory, green. 

UNIQUE—Each folder a record system. Forms for addres- 

ses, telephone numbers, budget, tax, expense records, 

miscellaneous information. 


It’s a complete filing system, suited to individual needs! 
PROMPT SHIPMENT. Order through your Dealer or 
write for descriptive circular. 


AMBERG FILE & INDEX COMPANY 


Filing Specialties Since 1868 


1602 DUANE BLVD., KANKAKEE, ILL. 


CLL egy mgrene . aasssememeneenee - a ee | 
on . 


Used for. 
FILE FOLDERS 
“UTILITY LABELS 
ADDRESSING 


eee ses 


MAILING LISTS! 
_& MANY OTHER, 


} 


TUAL SIZE 9) » 6) IN 


REDUCE OFFICE OVERHEAD 


WITH THE DELBRIDGE SIMPLIFIED 
WITHHOLDING TAX CHART 


OT an advertising novelty, nor is it a “free” chart. Ex- 

pertly designed to enable the average office employee 
to quickly and accurately prepare your deductions. Shows 
all figures required, including the 18% and 22.5%, and daily 
and miscellaneous deductions. Eliminates costly errors and 
delays in your payroll department. Guaranteed to comply 
with all provisions of the tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


Published in four editions for Weekly, Bi-weekly, Semi-Monthly 
or monthly Payrolls. 


$2.50 each AT YouR DEALERS 


DELBRIDGE CALCULATING SYSTEMS 
2502-10 Sutton Ave. St. Louis 17, MO. 


Calan 
ATTRACTIVELY PACKED c; BUFF 
IN REROLL DISPENSING 
BOX AND DISPLAY CARTON ANG 


€MEQEY 
BLUE » GREEN 


12 ROLLS OF ONE Eo.ok TO CARTON 
WRITE FOR INFORMATION! 


CANARY 


a ) 

‘ 
. = 

May, 1945 
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When writing advertisers please 


The 


atch the Navigator Pencil go to work! Notice the 
unusual strength of the lead — its smooth uninterrupted 
flow of continuous performance-right down to the last 
dot! 


Surround that fine quality lead with a “backbone” of 
straight grained cedar—smoothly finished. Add both to. 
gether and you have a pencil that unquestionably is a 
leader in its particular class. 


The RIGHT pencil for the RIGHT lie! 


KOH-I-NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 
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Wout mar walls! HONOR ROLL 
x PLAQUES x 


M 0 0 R E PUSH-LESS HANGERS Dignified Tributes to Your Men 
(The Hanger with the Twist) Th am... the — , Rolls 
M O 0 R E PUSH-PINS with "sleed tomes "‘gomeat impres- 


sively the names of those you 
would honor. Cast in a material 
that both looks and feels like 
BRONZE. _ Send for Illus. Literature 
en’ now for Postwar BRON 
TABLETS. Avoid delay later. 


UNITED STATES BRONZE SIGN CO. INC 


“BRONZE TABLET HEADQUARTERS” : 
570 BROADWAY, NEW YORK 12.N.Y. 


(The Pin with the Handle) 


Every home uses both Hangers and Push-Pins for 
heavy and light mirrors, pictures, wall decorations. 


MOORE PUSH-PIN COMPANY « Sicace /900 
113-25 Berkley Street, Philadelphia 44, Penna. 


EXPENSE BOOKS 


Everyone needs them now—more 
than ever before—for income an 
payroll tax deductions. ; 


BEACH'S 
“Common Sense" 


Expense Books are recom- 
mended by income tax men 
and endorsed by the countless 
army of salesmen and travelers 
who have used them for more than half a century. 


SCRAP BOOKS 


@ Fabrekoid Covers in black 
only 


@ Screw Post Metal Binders 
@ Six different sizes 


#80....10/2 x 8 #83... .15/2 x 12% 
#81....11'%2 x 9% #84... 16/2 x 13% 
#82....132 x II #85....23 x 18% 


Prices on Request 


Beach Publishing Co., Detroit 2, Mich. MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 
Drawing 
MORILLA “i || CHAIRS 
ARTISTS’ Drafting MANY STYLES 
MATERIALS Material Folding Chairs 
a ateridis Wood or Metal 
“DURA-SEAL" * 
Adhesive Film Tracing and Vette? Asmene pid 
Drawing Paper stock. Please specify re- 
e e quirements when inquiring. 
General rawin nstruments 
aor T Squares, Tangle ADIRONDACK 


T Squares, Triangles 
Etc. 


CHAIR COMPANY 
1140 Broadway, New York 1, N. Y. 


GRIPTITE 


Order from your dealer 


THE MORILLA COMPANY, INC. 
COOPER SQUARE NEW YORK 3, N. Y. 


Available for immediate delivery! RB A N D S 
\ { 
KARDEX—ACME—Y & E—GLOBE One Maiecieens Cannes 
WERNICKE—POST INDEX—RAND ‘ ' 
and other visible systems. to Rubber B . 
i _—e ” - ing fein pi ctges ae are a definite need in 
ressographs, Multigraphs, Mimeographs, Dicta a ee 
machines, Steel Files, Lockers, in Shelving. ~ They tp hy Se poe Be ene 


deeds, mortgages, insurance policies, 


All completely rebuilt and guaranteed. —— other documents neatly | 
co r . ' 
“The House That Confidence Built” . -. _— in 14 lengths — Write | dmg es 
° They can be used over and over again. « 
Universal Office Equipment Co. Inc. | ROCHESTER WIRE-O BINDING, INC. 
7-9 Waverly Place, New York, N. Y. GRamercy 3-3741 : 


108 MILL STREET ROCHESTER. N. Y. 


SEE PAGE 36 FOR INDEX TO ADVERTISERS ’ May, 1945 
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soph tras 


good ways 


to speed up work in the office 


“throughout the civilize 
world for more than half 
_@ century. : 


ack 

ers 

2% File Fasteners MunKee Pads 

% | . 

8% toy flat, bind tight. ; Reversable, renewable 
‘Sharp edges. Positive slide filler. Clear, clean, impres- 
locks. Nect, efficient. _ sions. Long-lived. 

a 

Y. 


asiest action, largest 
waste container. Compact. 
Economical. Long-lived. 


peds, inserts and crimps 
_ eyelets in one instantane- 
‘ovs automatic operatio 


“A Sates 


ania eee ote 
List Finders 


: Telephone Index 


Spin the knob and follow 
he red line. Finds 72C 
games or numbers, presto! 


Simplest listing device 7 
ever made, ideo! for home 
or office use. 


| All these Bates office helps have been tested in years of use. Production of munitions, radar, 
gun sights, etc., have made it necessary to temporarily suspend the manufacture of one 


or two items; and curtail others. But what family has not got some absent ones these days? 


« Bates 


quality products 


The Bates Mfg. Co., Orange N.J. * N.Y. Office, 30 Vesey St. 
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| Lust inha? the Cocior wdered, .] 


| 


It wasn't rheumatisn; "Look, Boss," the doctor whispered, 
Her diet was 0.K. "This really is a shame. 

But still the patient suffered, The girl is quite unhappy, 
Complaining more each day. And you're the one to blame. 


Q 


; "She just can't keep on pounding 
scowled at all her fam'ly; Her machine is her disease 
argued with her beau Just give her one with 'Velvet Touch’ 


realiy couldn't help it... And light, responsive keys." 
fingers hurt her so. 


He wrote out his prescription: 

"It's time you understood. 

There's one cure for this patient... 
A Brand New Underwood!" 


Her working days seemed endless. 
Each letter was a chore. 

Until one day she blurted, 

"I can't type any more!" 


$ O—=) 
& r yo 
V ss 
They took her to the doctor, 
Who smiled and shook his head. 


He said, "Cheer up, young lady; 
I'm sure you're far from dead. 


Un 0 ERWOOO... werres a verrer...gerren! 


Wright 1945, Underwood Biiott Fisher Company 


UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. bey ay my 


to War Production 
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